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* SALp COLLKGr:. gtATKMENT OF ID^ihS^ GOALS, AND OBJECTI^(ES 



^'J^y^^^ Col.]«'g.c is a. private, non-s^Tcfarian institution of higher learning 
«>l:)* n to all qualified students'.. * ' ' 

. Sa l(^m (>)i iegp is c-6inmit t edSo l iberal arts arid career training programs , 

, Til." Collcf^o i'^: dndicated tts/thr task of helping the s^tudent develdp in- 

, i^'Mocti^al and tc|<:hnicaL compntehee , and social and moral maturity. This 
- is sporifically interpreted • t o mean that inquiry,^ imagination, and 

: rcviourct t ulncss are encouraged that competence in communication is ex- 

^' peered;, that t h^e portions 6f our heritage are transmitted whicfi will 
drvelop-an ability in cr*ltical analysis rather tban amassed information.' 

. Salem f^ol lege seeks to become a vital entity to the community by opening 
Ilk facilities and activities as Well as courses to cif^izens^of Salei^, 
Clarkshtirg, and. the ir environs; &nd by^tjie personal participation of 
taculry'and students in community f)lanning and pro*jects\ However, the 
individual remains the f oc^air-p oint of all Instruction afi\ i guidance. 
I mpha^sis on ethical and religious values," social responsibility, and 
liralthful living is designed to encourage a coris true tive philoso'phy of 

v.^ :>\i!(;in bt^liovcs its f:ir*3t mission^ Is to teach and it* has recruited a faculty 

wiiicli is /.distant ly^growing' in excellence. The College encourages open- 
•. niLruU'il i(i(|iiiry; and- fho pursuit .of academic excellence. 

Vho faculty and st.udrnt body are given an opportunity for self-expression 
.m-d self-government and the resppns ibil ities that go with them. ^ * 



. Phc (:oll,oge bellc^ves \hv educative process goes beyond the classroom. 

ot fers opportunii ios for personal and social development and encourages 
^ a>varied oxlrsa-curricular activity program'. 



It 



Salem College tries to inculcate in its students a sense of responsible 

it izen.ship, social and co^unity awareness, and a- grasp of the problems 
c^f dfuiiocracy. . . • . - 

\\ is our aim tu produce in our students adaptability so they can be 
responsible li»aders in an ever changing complex society. 
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ADMINISTRATION .' 

Salem College is a private, non profit educational inslitution chartered by 
the. State oL West Virginia with a sefe perpet ua|jing BCfkrd of Trustees, 

The Board Qf Trustees is presided over by a d"Uly ele'cled chairperson. The 
membership i.s limited to 40 active Members .who seifve f otir'year* terms but are 
olij^ible for re-election. Two regular meetings are)) Scheduled each year, in 
Ocfobcr and Arprn. Interim business df the Board- is conducted by the Executive' 
CommiLt.ee which is composed of the chairperson, the vice chairperson, and'.the 
Chairpprson of each of the standing conmittees of t:he'Boara. 
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OFFICERS OF-nk COLliiGE ' ^' . - • ' , 

.The President is .glecte^f-Snnual ly by the Board of Trustees. Other officers 
of the College are a^plointed anniially^by the Pres idenKjub ject to the' approval 
of the Board of Trustees. The functiqnal analysis chart on the foltowfng 
pages shows. how' each aspect of the life of the College is under the supervision 
of these officers. • This does not imply, however, a tight compartraental ization 
of either functions or personne^l. On the contrary, the character .of the Coll'fege 
as an organic whole uniting common goals and interests .is shown iti vMipus 'ways'. 
Und^r the charter of the Collefge the Pres ident , * act irig with th-e authoti'ty of. 
^he Board of. Trustees, is ultimately responsible for all elements of the College. 

The Administration of the College is carried out through three major units; . ✓ 
I'hp. Administrative Cabinet, The Adtainistrative Council, and the Budget Committee. 

' n. . , . . . 

Administr ative Cabinet ■ • " • ^ 

' ' — C> . ... 

■ . ^ ■ • .'- 

The Administrative Cabinet is composed o£'t]]^ President^ the Dean of the 
££iilS£» the Director of Fiscal Affairs , the Vice Pres ident for Deve-lo-pment 

and Colleg e Relations , the Dean of S.tuJents . the Director of Grants and " ~ 

Special Pro.iects and the Director of Institutional Research and Assistarrt 
to the President. ~ 7^ ' 



IJio Cabinet adviaes thKPs:«s ident. regard ing administrat ive matters bas ing 
their judgement^ upon established Board policie^: arid establishes a working 
,^calendar and ageihda to asjsure coord inatj.on of essential college activities 
in order to meet /crucial t^eadl ines ,* and serves as a prime communication 
Mource, throughout the College.' The Cabinet is the principal operating 
committee of the administration.'^ Major concerns covering all areas of 



ig all areas of the 
College are discussed ,by this group. The Cabinet meets twice each month, 
but is subject to call when the nee'd arises, 
the Dean -of the Co'^lege will preside. 



In the absence of the President, 
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Aarntnisi rative Counci*! . - 



3. 



The 'AdmiuistrativfiL^Counpil , in add £ t iou' to Cabinet members , . ixi<tludes 
the Director of. the Clarksburg Campus' ; the Chairper^son of thy^aculty , ' 
the Associate Dean and RegijStrar f -^the Diretttor of Admissions , |bhe ~ 
Director of Financial Aid j the President of the* Stjiide^t Governtnent , . and 
the Title III . Coord inator. ' ~ ] ] 



The* Cojjncil serves as a top-leVel communication arid coord inat^ng med ium 
through which Board pdTicieis and guidel'ines are interpreted f<ir admini- 
v^; i rat ivr purposes , Ry mearfe'of tlie Council, concerns ,from^ iroad area 
^'crl^TPbe College* can be shared ^nd suggestions for improviad opetation can 
be considered and implemented. The CpuncijL will meet once a mon^h. 



Budget C ommittee' • • ' ^ * 

* • ' * * 

Thp Budget Ct)namit t ec^cons ists of t he President , the Dean of the College , 
« Director of Fiscal Affairs , the Vice President fcj>r Development and 
College Relations , and the. Director of InstitiationaTfResearch and Assistant 
to the President. - ' 

♦ ' / 

The Budget, Commit tee will meet dncc each month or more frequently if^ 
^ . accessary to kcop.a close check on the financial status qf the College at • 
any given^. point in time. ' - ' . ' 3 - 

nl-I-fCF.RS bF THE ADMIflfStSTRATlON 1 . 

. Tlic^ President as the chilpf executive officer erf the College serves as the / 
li'^^aMy-constituted chanjnel for communications wit!h^ the Board of Trustees 
uul is ultimately accountable to that Body for the Administration of the 
(lolle^e. .Report inf^ dLrectly to the jgeesident are the Dean of the College , 
\)\'y^v\qr of FLscal Affairs , -Vice President for Development and College 
l^^l\t ions . Director of Grants and Special Projects and Director of Institutional 
Kc^earch and Assistant to the President .' ' - 

^'hft Dt!an of the College has authority and is r^.sponsible for the academic 
ntlmi nistrat ion of the institution in^eeping with policies, 6bjectives and 
. I'll Lc|e lines approved by the Board. The most Important operation .of the campus 
jj^ the academic , for which the Dean of the College provides leadership. The 
f'.iMLc purpose of academic administration is to provide the actual courses and 
prc)r,ramM of study in which education, takes place. ; The Dean of the College and 
those who work witk the Dean are instrumental in creating an atmosphere which 
will promote a harmonious, rational and viable curriculum to meet the needs 
of today's sl^udents,* - 

A Iministral ors reporting to the Dean of -the College ar^ the Associate Dean 
• anvM^^gistrar , Dean of Students, Director of Clarksburg Campus , Di^rector of • 

leacber Education, Director of Library, Director of Upward Bound, Title III 
Coorninatop, EXirector of Heritage Arts, Instructional Division Chairpersons 

irid Department Chairpersonts . (Director of Grants and Special Projects in 
niattrfrs relating to academic programs.) • . 



/ 
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/Ml. Dm. '((or of Fiscal Affairs • is respcjpsible for the' collet-ion 'and dis- 
i.Mi < iiMMii of all College funds. The Director of Fiscal Affairs supervises 
• ill t'-t'ountiing functions of these funds. Financial reports as\required ^ 

|M-^^ pared, b-y t ho Director of F'iscal Affairs, All inf ormat iotT of a 
fLnnnrial nature is • available * in this office, ' 



I'n Difi'cror of Fiscal Affairs is to make recommendat i^qns Jthat will be 
lu'lpfuPi^n r<*ducing RxpehseB or* ir\creas ing th6 inc"5)me for the-ColTege, 
I ".^ i.M I hr, Director's responsibility to notify the ^administf at ion and the 
H<».ir.l nf Trw^lees Hl)out poss ible f irianc iial problems-, • * . 

The Dir*elor of F|is.cal Affairs, in consultation with the Budget Committee, 
i.s "rr s pons ib>(^ for 1 lie preparaWon- of the annual operating budget and for 
Ii • ei'u'trol of expenditures as ^set fcrth in the. approved budget. The 

.Dureft>r of F i.scal- Af fairs prepares .monthly budget reports and submits ^them 
r o l+rrNqi)pr?;^pr iate members of the College staff. In^'cons^ul tat ion with the , 
( :.tfn fi» 7 ^•I'he Director of Fiscal Affairs will as*a^ist in con^tinuous evaluati-^n 

.•■( .ill ;is|6ect-s of .College operations. Through the Cabinel: the Director 

--<'iM assign responsibilities as appropriate and necessary to assure pr:oper ^ 
"•u nj I'fcarieo 'of facilitie.s^ .space .ut il |.;taL ion; operat ion ,of -f eed ing., housing^ 

'I .le i^l iMp.s ^ r-ontinuat ion of friri»e berlefits for all employees, bookstore, 
-ml oilipr auxiliary enterprises . \ ' ' 

I' J -« j he Din-ctor of Fiscal Affa'ir's responsibility to furnis'h the Board 
oi Tr list ee.f wil h an annual audited financial statement, 

,Aii'iiiH .iraicprs reporting directly to the Dij-ectbr of Fiscal Affairs are the 
fcAs' i':Lant Director oT Fiscal AffairsV Director of Financial Aids, Director 
of IMiygie/ii iUant Maintenance, Purchasing Agent, Director of Custodial and- 
Support • Services J and Bookstore Manager. < - 



T'l.^ r-'lr- of thO; Vice Pri\s jtlent i or Development and Col lege'Relat ions is 
[)f inei pr-jj ly two-pronged. It concerns it-self with the nee-ds of. the students 
\\v\ faculty internally and servf?: as the principal liasonawith the public 
i X I j^rnal ly". . ^ ' r' - 



Wr.rKnK wii-h the President \s office, the Dean and facultTy, the Developmen«f . 

Mffirr' asf^ ist s ^in aa.s(^ss in^ the academic needs of the College as tl\ey relate 
if> ir-aehing and encourages faculty involvement in .certain project:s that it- 
is is^W will ijnproye'the qyality of instruction. Priorities must be estab- 

jishj-^d to meet the physical or equipment demands^ necessary within the resources 
i v.ri 1 at)lo . • » * - 

SuMlarly, t ht- academic, housing, and oxt'racurr icular needs of 'the students 
i i'T t he rccp ived and ^ve i,ghed " per iod ically . ' * 



HH)se [projects and matters that are within the framework o^ Salem's -goals 
till o[>jeetiv«s and which merit further pursuit are then prepared'and pre- 
sent »m1 lo tli(^ proper parties concerned. These may" be an individual, ai ■ 
I oiporation, a foundation, or alumni and public at lar^e. 



5x\o<p'na^^,^,.'fcti. is the Vesporjflibility. of ^.hie Development Offiiqe to promote 

ahmmi ax?t L^^ftt ies jf plan- the ge'neral format of the College Public Relatiqns 

programs and disseminate public information, ♦ In add jl^j^pn, admissions 

Faiis under the responsibility of the Vied Psesidtjnt for^ Development • It 

is felt that -the Develo[5me!nt Qf»fice Staff ' sh6uld sepve as the major liason i 

with the outside public in community affairs, - , ' . * ' 

rhc principal task of pairambunt in^df t ance,,, t5o which the 'Development Office* ' ■ 
.uldresses itsol^ is P'und Raising. Four^ ma jor means are utiliz"^; annual 
r.ivlng, capital campaigns , defer fei^ giving, aric^ special appeals; 

Administrators reporting to the Vice Preside^it for Development an'd College 
Urlaj ions are President Emeritus, Dire^ctor of .Admiss iondL^nd Alumni Services, 
dtirpclorpr'Public .Information and Directot* of Publ icat iOT^s / ' 

Pt^an of S tudents has. the authority and reisponsibil ity for adl p^h^jSnes* of 
<rudcnt life, conduct and welfare, A unique feature of Salem Collei^'s 
• •(hicat LO^ial . program is d i recV^^tudent involvement in campus, affairs 

out of the classroonu The Dean of 'Stud^ntg and the Dean of t)he dollBge* ;[^_ • 
Work closely together in coordination of student life. The Dean of 



■lirfcts all co-curricular activities. 

- ; • ■ ' , ■ ■ / . 

i^-t><>rt inj'. to'thf Dean of Students arc the following admiiv4>trators : A^.Bociatfe 

of Students, Director of Healf h Services , Placement Officer, Goonfeeling, 
R.iiulo I ph. Campus Center Board, Pool and Xntramurals., R^esideht DtreQlorfi^ 
(^:anipus» Pol ice , Community Congress InteF-Fraternity/Inter-Scfrority Council 
and Dirx^rtor of * Career A if e Deve lopigejit , " * * 

Capeer A.if e Dev(\rdpment Center - 

The purpose of the Career/Life Development Center; is to expand the^ , 
(\xis*ting counseling program' by focusin*g,on career devejopment/^if e- 
'•^tylc preparation, and to intcg;p^te the advising, testing, counseling, 
an d^ lacement functions more With the totAl edu^^a.t iopal program of 
. ' t h^xollege , , J ^ 

"Its aims are to; ' * * 



--Ij^form and clarify ^o students in, a realistic way what Salem College . 
■^ ' can offer in terms of career development and life-planning, 

*-:-neI[) students assess their needs, values, aptitudes, vocational 
interests, and career aspi^rat ions , 

-^-Provide inf ormat-iron to students about current and future career 
^ ofjportunit ies as we^l as continuing education opportunit iies,, ( i,e , , 

. - graduate school, prof essional school , and in-service education) • i 

through a comprehensive CAREER RESOURCE LIBRARY,* 

)--Ai(l students in formulating tentative career goals and testing 
them against their growing self -concept , * ^ * , 
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—Aflsist students in exploring their teatatlye caiceer goals by. ' 
' hrlping. them obtain internships in actual wo'ck expetHLences. ' 

-^Assdst students in examining and exploring their, own and others ' 
lite styles, ' , " • . ... 

--Assist returning stud^nts^inr.acljieving a smooth "trans it ion fxom 
fheir world of experiences, back to formaT education. ' • " = 

• -i ' ^ Ik ■ * -» 

— 'Erjain Care Advisors and Peer Counselor's ta^wopk with students' 
within the philost^phy^ of .career : development. anf3 Tif e-^plannin2t 

— Tr^in students to sell, themselves ( includes social stills)- through 
mock interviews, resume writing, and 'placem'enjt assistance. Ultimate. 
restonsiBility for finding a' job rests with the students. ^ 



--Assist 



coutiso 



: students with personal concerns through individual and giroup 



-'-Evaluate setvicei^ through st-udent self -reports' /""Career Miaturit-y 

^ Inv«frt«Ty', anj] possibly some measure -of personal" control- (i.e., . 

l^ocus of control). - - 

Hio '^Director of Grants and^ 'Spet ial ; Pro jectg ^ is respon^iible' fo^ maintajjiing 
contact :^with governmental and funding, agencies. The Dir^cto^ of Grants and 
Special Pro ject^deve Lops ^^j>d processers proposals* for grants |through federal 
ci'. well as ,nonr*^ederal ageric^es^ and f oun^laeipnd . ^ . . ' 

rh^/Dir^ctor of Grants and Special Projecta will keep currerttvILn all existing 
ions concerning fed"eral 'grants and the poss ibility of u|ing ^new -federal 
s instituted by th^ governing body,- ' ^ . 





urogram grants, * ^ . 

Ill ridilitfonj responsibilitleV^f this position will include completion of the 
I'. Pci'Davis Building and asafistance to the Director, of Fiscal^ Affa^Lrs in fur- 
Mm^t devo.lopinent. of the phys ical f ac il it ie^of the cami>us. ^ ' ^ ^ 
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► t^TTPcrot' u£ Institutioaal Research and Planning and Assistant to the President 

This tj^ffice is resporis ible for collect ing, j evalifST ing arid presenting data, 
■ prepari*ng_ dbcuments /'establishing with the ^Presiderrtr' and t^ie Dean of the College 
^ '\ planning-system and then coordinating planning by use of established systems, 
-fii research efforts, t|>e thrust will be to* discov.e/ methods of finding answers^ 
. to that which we need to-^now ^bout the entire college. " / 

^'lii t he planning process;^ this of £ ice*' provides the necessarj^ coordination and 
'maintaining to assure that dea is iona 'are guided by reason based upon research 
li.ita, rather than by chance. An attempt is made to keep all elements of the 
college involved in the planning process. Together* the purpose of research 
ari<1 |) running is "^t: 6' realize the college mis'sio'n. * 

^ G 



/ 
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111 vision Chairpersons , arc appointed by the Dean'df the .College , -and "haye 
, » I rnsponsibllity for: coordinating and communicating all academic policies 
I r of(ii iKc Dean of the College £o th^ Department Chairperson; assisting depart- 
liU^n^ chairpersons plan and implement departmental curriculum; aiding and 
juplportiag cirpartmerit' chairpersons in departmental budgeting and 'staff ing. 
Tho Hiyision Chairperson shares in the responsibility for evaluation of all, 
I aft working within the c^ij^riQion and' will report this evaluation to the 
r . s,^ . . w#l ^ 



Uoan <)f the CoUegc on a semester basis. The Division Chairperson . 
issisi Lh(» pean-of the College. i.n the selection of the Departmental Chair- 
.|><irson wiLfiin the re-spect iv^ division, ' . . ' 



. X^partment Chairpe.rson^ are appointed by the Dea^a of thd College? .Initial 
aj^^oiritaients -^re for two y^ars. After 'the initial ^poin-tmfent, reapp9intment 
i-'^ for an indefinite' period subject *t;o periodic revi^-w and evaluation by the • 
Dran of Lhe .Col lege , " - , 



J' 
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'P^IRSONNKL ;IN^ ADMiNISTRATjVlON 



—^ Office of tlie Prep^c^nt 



Dallas B. Bailey 

Hester eiowe.r"" 
Michael* Greer 



Arlen L. Swiger 
K. Difane Hurley 



Acadjemic Affairjs' 



President 

Adml Assm tQ the President 
Assistant to President and r 

Dir. 'Of Institr Research 
Dir. of. Grants and Special Projects 
President Emeritus - 



Donald Champagne — D^'an of the College ' ♦ < 

Rosalee D. Davis — Adm. Asst. ^ to Dean of * the College 

DoyieV^Zw — '""^ — 

Clement H. Clower — - — " — — 

Gary*McAllister — 

Sara Graham 



Associate Dean and Registrar f 
Director' of Clarksburg Campus 
.Director of Teacher Preparation 

^ _ Director o^ Libraries 

'John Sower^ -'■T- v — — / — - — Media Center - Library 

William B.\ Lawson ^^--TU--y-L*.^^^E Title Til Project Coprdinator ' 



Student SenvJ^ces 



Isaac . Maxwell — ^ 

/ Rdnald -Schertz — • — ^ r-T 

^Nell C. Bailey — l«-.«.^-w»„„. 



James* Cornish. 
P^ul Plate — 
,PetQr -Gajewski 

]iacal Affairs 



Dean 'of^ Students ' 
Assc5T::iate Dean of Students 
Director Career/Life^ 
Development Center' 
ouriselor 
rector of Upward Bound ^ 
rector of Intramurals & Pool 




^ Flora Capicola 



Mary Furr ~ 

Ruth Kelley 

Ralph Floria 

Nellie Jo Brissey 

Austin Helmick 

Jack SchilTaca — 



onnie Curran 



9' 



Development and College Relations 



James C. Kughn; Jt. 



Janet' A. Williams 
Patrick Haun 

' Wa\inita Curran 
Steven oVnstein 
Rosemary Grady 
Reb^jccdvW. Horvath 
Ant5hony\lizza ---- 




Director of Fiscal^ Affairs 
Assistant Director of Fiscal • 
* Affairs . . 

Bookkeeper 
Purchasing Agent 
Director of Pood Services 
Direc1:or of Student Financial Aid 
Director of Physical Plant ' 
Director of* Custodial arid Support 

'Services ' * 

Bookstore Manager . » 



Vice ^re&ident for Development 

and College ReleW^ions 
Director of Public Information 
Director pf Admi'^siona and 

Alumni Seirvices ^ ^ 
Alumni Secretary 

Assistant Director of Admissions 
Admissions Counselor . 
Admissions Counselor 
Admissions Counselor 
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DIRECTORY OF FACUXTY MEMBERS AND OFFICE ASSIGNMENTS 1975-76 
HOMANITIEg DIVISION ^Melvin ^Nida, Chairperson-), • \ " • 



Art Department 

John Bond, Chairperson-^ 
John .Randolph 
Elizabeth Whipple 



Art. Bxiiiding 
Art fiuildiiig 
Art Buildinig 



CommunicatiOns/TheatreT'Arts Depaiftment 



Venita Zinn, Chairperson 

Patrick McHugh 

Mark Mills c 

Billy Fre^land 

Jean Christie 

Ralph Allen > 

Leone Cars tens en 



231 Davis Building 
230 Davis Building 
230 Davis Building 
239 Carlson Hall 
3l3 Carlson Hall 



305 Davis Building 



Liberal Studies Department 

Robert Florian, Chairperson 
Joseph Snidfer ^ ^ ^ 

Andre Gschaedler- 
Edward Spatafore . » 

Melvin Nida 



214 Carlson Hall 
318 Davis /Building 
218 Davis Building 
307 Carlson. Hall 
312 Carlson Hall' 



Music Departxpent 

Ruth Rogers, Chairperson 
James Jackson, 

Gary Kendrick 

*~ ...... ^- 

Lorenz Wahlers 



"^Va.n Horn Music/Building 

Van Horn Music Building 

Van Horn Music Builddh'g 

Van Horn' Music Building 



SCIENCE AND MATHEMATICS DIVISION (Thomas Pauley , Chairpersonr 

■ '■ 5 '- ' ' • . - ' . 

Biolbgy Department ^ * ' . 



Thomas i>auley , Chairperson 
Edward Jarroll 
Juanita ^cCoy . 
Wayne England 

>' Chemistry Department 

Thomas Bond, Clrairj^erson 
Alan ClarJce 



235 Carlfeon Hall 
233 Carlson Hall 
217 Carlson Hall 
233 Carlson Hall 



316 Carlson Hall 
125 Carlson Hall 
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Science' and Mathematics Divigion ' (continued) 
Mathematics Departmejat 



12 



Marvin Sperry, Chairperson 
Donald ^hristie* . . : 
/:,': John Curran ' 



,117 Carlson Hail 
, 116 Carlson. Hall 
115 cArlson Hall 



B^HAVIokAL SCIENCE DIVISION (^velyA Johnson, ^Chairperson) 
Human Ser-viqea Department . ' v 



if 



^ ES^eiyrf Johnson/ Chairperson 
John Craig . ' , 
Randolph Scott, 
Michael Wargo ^ 
. Wayne Hanson 



. Political ScieiK:e Department 

. David Lynch, Chairperson 
) Michael Greer 
Edvard Wheat " 



314 Davis Building 
313 Davis Building' 
319 Davis' 6.uilding 
211 Carlson Hall 



234 Carlson Hall 
Adin, Building 
213 Carlson Hall * 



Psychology Department 

Kenneth Macurik, Chairperson- 
DOnald Perry 
James Kohn 



216 Carlson Hall 
212 Carlson Hall 
21B Carlson Hall 



-VOCATIONAL AND PROFESS IONAL DIVISION (Gary McAllister. Chairperson) 



Administrative Science Departinent 

Alfonso Romagnoli, Chairperson 
Pavle Jankovic 
Donald Siimnons 

Clayton Pinder - . ^ 



« 118 Carlson, Hall 

113 Carls^ Hall 
234 Carlson Hall 

114 Carlson Hall 



Education Department 

Gary McAllister, Chairperson 
Mildreth Comptqn 
J'uan Valdez 
John Spears 

George Lanciane*e ' ' 
Fxancis Gilmore 



210 Benedum Library 
218 Benedum Library 
217 Benedum Lib^rary 
511 s^fienedum Library 
111 Carlson Ha^ll 
209 Benedum Library 
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Vocatiohal. ^nd -Profes^^gnal Division (Continued) 




IndixstriaT. Technolo^ Department 

Terry Haggerty, Chairp^son 
^ Howar<a Powell • 
' Teriry Feight 
Wrlliam Kapphan 

Nursing Bepaxtment ^ 



Chairperson 



Dolores Ploria , 
Carol Ben^^^^^ 
Marjp-rie Bi^wer 
Janice Cutlip 
Betty Lee 
Maxine Mason 
V ■ 



Physical Education Department 

Harry Hartman, Chairperson 

l^ichard Bond 

Joseph.Ault 

Marvin Williams 

Martha Aevericks 

Carla Davis 

Larry BlacKstone 




* 107 j:arlson Hall 
lbs Carlson Hall 

• INT building ^ 



\ 



314 Carlson Hail 
218 Carlson Hall- 
112 Carlson Hall 
21^8 Carlson Hall 
■112: Carlson Hall 
1124Carlson Hall 



217 Davis 
ill Davis 
XI 0 Davis 
115 Davis 
208 Davis 
208 Davis 
114 Davis 



Building 
Building 
Building 
Bui Iding 
Building 
Building 
Building ' 



- "constitution for the FACOLTY of SALEM COLLEGE 



'/ .PREAMBLE , ^ 



/ \ * We, the memjf)ers of the faculty of Salem College, grateful to 



■ 7 ' ' 
A)nij/ghty God for; a democracy which permit^ self-government and for an 



-^i lis tit lit ion whi4h p'ract^ices ac^c^^mic freedom, and mindfdl of the obligations 

■ ' A ' ^ J - ■■ 

siiclt^ freedom entails, do establish this constitution. . ^ 

■ • , • ARTICLE I' - 

/ - i. . . . ' Name 

*' • . 

^ Thfe name of th*^ organization sl^all be The-Faculty oi^Salem 

• f,(,iiege. '^^^^^ • 

— , . . 

• ARTICLE II ' ^ 

■ - ▼ 

Purpose ■ ,v t 

^ ^^"Section 1. To make more effective the^ a^i^^istrat ion of all types 

"1 ipaching, to improve ftie quality of scholarship of students, to refine 

• - - 

MK'Mu^ds and materials <>f instruction, tO'discpveJ: adequate modes of social 
c^mtrol, to^stimulate scholarship^ ifeseatch and educational contributions 

■ ' i' ^ 

Section 2. To coordinate the teaching program in. Salem College to 
ii lALn the above objectives by approved methods giving cons idera,,tion to the 

■ :^ 

D-suirs of educational research arid scientific inqi!iiry, • ' > 

Section 3. To. become familiar with educational methods and practices 
.v>l institutions similar to Salem Cc^lege that there may be mutual gain through 
^xcM.-ifS^^^ of "^^ideas , ; , - " 

S(^ction 4. To maintain a .close working* relationship with the ad- 
III inist ration and Board of Trustees of the College/ recognizing -the* author ity ' 
■t pVi^h, in assisting ip tfhe planning and development of tfte Qchlege. 



f unn members of the Faculty. 
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- ^ • V ARTICLE III 

'\ ' ' . . . . .! ■ 

Membership V . ' ' ■ ' 4 

. ' Members *of the faculty of Salem College shall "include all persons.' 

appointed to academic ranks; together w^th j^e Pre side fit, Dean 'of the College, 

Vice-^vPresijlent for Development ^nd College Relations, Director of Fiscal \ . 

* AtTairs, Director .of the Clarksburg Campus , th^ Dean of Student Se;pvices,. 

( hf» Associate Dean and Registrar , and other administrative staff personnel 

' , ' ' ■ ■' ' . ' ^ • 

appointed to ^kcademic rank. ' • - • ' 



- ARTICLE IV 

. ' Meetings " 

A regular meeting of this»^a6sdcj.ation shall., be held each month 
(luring the iregular academic- year at such a time or place as may be determined 
i>y the Executive Committee. * ' 

. ; . ARTICLE V ■ ' 

^ ''^ \ Officers ' • 

w • t < . 

The officers of this organization shall be a Chairperson, a Vi^»- 

Chairperson,, and a'Secretary. The terms of office of "all officers shall be 

lor a term of two years^ They shall be elected by a majority vote at the 

last regular business mee.ting of the official term in office> 

. ^ ^ \ ^ 

ARTICLE VI 



Standing Committees 
Section 1,,. There shall b^ six Standing Committees as follows: 
(D'Executive Comm^tlne, (2) Committee on Analytical Studies, (3) Committee 
>n^ccrpd#:ing, (4) Grievance Committee, (5). Teacher Education Committee,. 



(h) Committee on Academic Standards and Honors. 
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■ • Section 2, The Executive Conimittee ishall be composed of eleven 

ifuMiibers: -The Chairpjrsou, Vice-Cli^irper3bn and Secretary of the Faculty, 
•lUil an o h^oted^ reprcs^mtative from each division, the Associate Dean and 
KpfVi^trar, Dean, of the College, President, and -one student from the Executive 
f'oraiaitlee of the Community Congress. . \ 

^Section 3,. The Chairperson of the Committee oh Aii&rlytical Studies, 
and t hr Chairperson 6f the Committee on Accrediting may meet with t^e Exgfeutive 



Ctjumiitlp^, but shall not vote ^s members of the Committee;. • - 



Section ^, "The Committee on Analytical Studies shall consist of - 

■ . y • /. ••• ■■ ■ J 

u n mcMnbprs: A- members elected, by the faculty for a two year term, th6 term 
i}i '^W(>^pxpLriIlg eacl^ year^j The Chairperson of the Education Depai?tmfent| the 
Dij-orlor of Institutional Research and four people appointed* by the president. 
Of *thp ^ faculty .membens, one* should be elecf"ed from e&ch division. ^ ' " ^ 

Sec^rion 5, The Oommittee on Accrediting sliajl consist of five 
mcmbf^ra: two to bW* appointed by the Executive Committee for terms of . two 

J ^ ' ,^ ■ ■ . - • . 

yfraira each and three to 'be elected -by the faculty: for a term of three years, 

> ■ ■ ■ ■. . ' • 

the term of one expiring each year^ pie C<DmmitLee shall each year s^elect one 

oi ilu^ir members Lo serve as Chairpel^on. 

Section 6. The Grievanco Committee shall consist of thiree membera/ * 

wlio ,ur not de-partment or administrat ive^of f icers ; 6ach to be elected by the' 

^Fu-ully for a term of three years, the term of ^one expiring each year. 

Section The Ji^pher Education Committee shall be composed of the.*" 

following: The Faculty of the Education Department, a member (who has hhd 

public school experience) from each of the other divisions which ^Jrepare teache 

t ho Associate Dean and Registrar, the Dean' of Student' Service's , 'a member of the 

Guidance Committee, and the Dean of the College as ex-officio members. The 

Chairperson of the Education Department will serve as Chairperson of the 

committee. ' ■ . 

. . • ■ 19 



» Section 8, The Committee on Academic Standards and Honors shall 
consisL of seven members: thr6e to be appointed by the Executive Committee 
for a term of one year each, three to be elected by the faculty for three 
years, the- term of one expiring each year, and one student, 

- , ARTICI.E VII - ^- 

^Amendments '4 . 

This constxtutvon may be amended by two-thirds (2/3) vote at an|^ ( 
^ irguUr m^^ting, providing a eopy of such amendment haq been sent by the 
Sec-rotary -| o each member of thfe arssociation at Teast thirty], (30) days before 
I lu meeting date at vlhich the vo!;e**is to be takdjn. .. . 

ARTICLE VIII ' - ■ 

* ' ' " / • . , - ■ .5 ' ■ ■ 

, Rule^ of Order 

The Rules, of Parliamenta^ry Practice c'omprised in Roberts Rules of 
Onirr, Newl^ RQviaed shall govefh the deliberations aiid proceedings of this 
association, , subject only to the special rules which have been or may be ' 
established by this /constitution or its "ty- laws . 1^ : " " 

/ ■ ■ ■ ■ - * ' • ' ■ ■ 

. , ' ^ BY-IAWS ' ^ 

: ' i . : • ■ - . 

.Article-I 

Meetings ' - ' : . , ^ 



In addition .Co vthe'^^Vegular meetings as set forth in the Constitution. 
?5pecLrf*l business meetings &hall convene upon the call of th^^uliairpersoit of the 
Farulty, or In his or her absence the Vice-Chairperson,^ or upon the request to 
t he Chairperson of one-sixth (1/63 of t^e members of the faculty.- At special 
t ingfl only th(^e items mentioned in the call shall be considered. 



• Article II • . • . 

•A qi^brum shall consist of a majority of' the members 'of the' ^ - 
orRanizatlon. / i - 

V. ■ . • • 

• - Article j:il > / - ' 

• ' /Finance • 

No dues shall -be charged to any member as a basis fbr membership. 

Any oxpensesUncurred shall be incurred Wy upon the assumption of. such * 

eicpense. by voluntary contributdon. . > • . \ 



. Article IV , y • . ^ - 

Duties of Officers , ' \ ' ^ f 



^ ' Duties of the Several Officers shall be such as are usually' ' • 

^, associated^ 'with their, offices; 'as. are stated heVein;" or as may be later 
••.Hftl^ned by the Execut ive ' Committee^or by the Organization. ■ 
' - , - • ^" additipnirt.o duch customary duties the Vice-Chairperson shall 
U.-^v. tho re.ponsibilitKror; seeing that the ;,rovi8ion8 of the Constitution 
nrui liy-I.aw?^;^e observed ,^/* ' '. , - 

Article V 
Duties of Committees ' 

.S<'ction 1. ' The Executive Committee shall name the appointive 

'"""'^^^J^^^^ Cotflmittee on Academic Standards and Honors and* the Committee 

- cm A<H-o>d^ing. They shall appoint special committees from time to time as 

it may deem -des irable and in keeping with the policies and practices of the 

: <l.^li<-VT these special committees shall be appointed' for not more- than one 

.-^radrmic year. The Executive Committee shall have the authority to act for 

•'ll..' 'tacuity as a whole, reporting their actions at a regularly scheduled 

racnlly tnoeting. the Executive Committee will- also ak as a Committee for 

i-fu * !•( comiiicndation af prombtion and tenure. ' 
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St-rtion 2. The Analyfical Studies Committee shall analyze the ^ 
'I,, program plans, including curriculum changes of all' academic and support " 
services, and dcparLments us ing the following criteria: 

^ a. ^ Responsiveness to institution goals and *Qb jeqt ives 

\^/S^ . ^» * Consistency with institutional policies . 

,W^^ . c. Economic feasibility - ; \ 

d. Coordination of academic programs 

■ * ®? Coor<JiifatLon of support s-ervice plahs "^it^. academic pi 
^, ^» Cdnseqiwtices of alternative courses of action. 

Section 3: The Committee on Accreditiqg shall review all material 

\ i\ Lye to the College's participation as a member Of any accredigf^g or-. 

wMin/at.ioii, 'such as, the.North Central Association of Schools and Collies, \ 

•.iul H.ail rocomTnend such, ch'anges as may be desirable 4n the pr'ogram 'of the ' * 

Collcv,- Lo maintain the^^ pos it ion of- the College, with relation to such accre^:ii 

< irir. hodies. Ac^tions or rqc^n^endatLons shall' be reported to the whole faculty 

•1 »' ** ' . 

- i ...» • . 

ttu approval, < " \ ' 

^ Sectioa 4. The Teacher Educat ion Committee shall scre^en sophomore 
t<Mclier -training candidates^ Bcre/n aetiior practice teaching carididates . and 

■ ai.prnvc the kinds of recJotds of t/ac her" training put into the petmaoent Edu- 
.•ar ion Department files. It shall ?fet:ommend' policies and practicea for teacher 
. 'litraLion wit^hin the framework of overall college policies, reporting such 

commendations to the Committee on Accrediting, or to the Committee on Analyti- 

f«l '^f^^^t or the FacuLfe^ as a whole. 
I", Section 5. The Grievance Committfee shall consider and act upon any 

ivnu^c^r brought, to Its attention in accordance with the following procedure: 

«1 any faculty, member feels &ause for grievance irt any matter other than dis- , 

m'-.:= .al proceedings - such as salaries/, assignment of teaching duties, assign- 

■i - ■ ' . ■ ^ ' rr ' ' 

mor.i nf space or other f ac il it ies ,;6nd propriety of conduct - a petition may 

^ ' •• 
l-c nui.lc to the elected, faculty Grievance Committee for redress. The petition 

•H.all set forth in detail the nature of the grievance and shall state against 
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, . , , , ' ,20. - V . 

•■ V- • ■ • • ■ .: . / . 

wKom tlieXgrlevancc is-direrled. It shall coniain arvK. factual „or. other data 
, which the petitioner deems pertinent to the case^The C©-mmi1;tee ,wil 1 hav^j 

J he right to decide whethelr or not the facts merii a. detailed investigation. 
^ SuDmission of a petition .will not automaticajl^ entail investigation or : a 

(UUailed consideration thereof. The Committee may seek to.^ br vng about a^ 
X ' sol iriemen;^^ of the issue sat^isf actory to the parties. If in the^ofiinion of 

the Committer such \ settlement Is not possible or is not appropriate, the 

Committee w.ill repoirt its find ings ■ and -rpcommendat ions to the petitioner and 
■ . " ' ■ . ^ ^ • • 

to the appropriate administrative pffi'der and faculty body. At the petitioner's. 

^ .t^pquest, an opportunity will provided for further presentation of the'case. ' 

; . Section 6. The Committee ^on Academic Standards and Honors shall 

dorcrminr academic standing of any student, recommend candidates fdr graduation 

honors including Laudati awards;, review and recommena student requests 

... .icademic policy waivers, in copjunctiqn with a committe,e from the Board of 

Tru3t.ees recommend cand idate§; for honorary degrees , represent the faculty 

(along with 6 members of Corarauniiy Congress Executive Committee) to select 

• andidates for Who's Who and the commit tee shall serve as an appellate body for^ 

Indent academic grievances. All. action.i or re-commendations shall be reported 

• ... . . 

lo the whole faculty for approval. . 

^ Section 7. "The six. major committees 'sj^l 1 each regular meeting 
• nivp a report on all ^ct^n taken in beha'^f of the faculty organization: 

. . Article VI 
' 'V . Elections 

Section 1. The Executive Committee shall, at its first* -meeting, 

• ippr.irit a Nominating Committee compftsed of five members whq shall serve for the 

■ HMung year. They shall submit to the membership at such time as may be 

f-'/ ns-sary, and not later than the mopthly' meet ing just prior to- the meeting 

• . • ■* 

' ' ■ . • 9 <- . . . 
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o| I h<s oIpci Ion (3f of/icera , a' l LMl of nominees, not fewer than two,^nor ' 
mi)rp "1 han-lhtoe, f or* eac^Cpf tlte off ices to be filled. These shall' be 
announced at the regular meeting Tiex,jb^'pri6r to the elect ion ^mee ting, or in • 
case OX ti^iii^pg the unexpired term at any monthly meet in^ prior t©. a date^ 



^r* f ojr- the ulccrio'h of a, member j^^^^^^^unexpired tergpa^ 

i ■ . ' • ■ • \ ■ ' ■ 

^ .Section 2. Election of ©fficer.^ shall be held at, the la.st cegu-Jar" 

; ■ . ■ ■ ■ ' • • ' ■ . • . ■ ^ ■ ■ 

bus LnAss meeting pf , the school year. All. feleot ions shall be by ballot wTth ^ 
each mrmber entitled to^pne vote; -No at^nteff or proxy vote, shall be re-; 



.(M>ivp.j or permitred. In'caS'^ of a tie -vote, t^e 'Exe9j4tive Committee 'sha].! ♦ 
<if'CLtl(> the election by Idt from the nominees who ^re in' a tie, * » 

^^f^crion 3, Any member of the faculty may present names for, con- 
•MtlrV^ation to the Nominating Committee. Nominations may be m&de from^the 
l ltTor if the name^ of^ such nominees' hav^" been presented to. the Nominating 

(;ofnmi M *»(?. at: le^st two months prior 'to the date^set for elections', except that 

' . ^ ' ' ' '"■ ' ' ' ■ ' '. >. 

in I h.- case of filling, a vacaiicy in an unexpired term a reasonable .,t ime limit 

fNr presentation of such nominees to the Nominating Committee shall be estab- 

I iMh<M*t 0,0(1 niade, known to the faculty by that Committee. * . ' ' 

^ ' Article VII * ' 

^ . Aj^pointments ' . 

ir^-^^ ^ Ttio Kxecut ivo CommitteG , shall make its appointments at its first 

^uirrting, immediately following the meeting for the election of officers and 

• iMll promptly publish and make . ava i lable to all members the appointments 

which have been ma^e . * ' - ^ . ' ' 

Article VIII 

Regulations ■ 



Except Vhere contrary to matters set forth herein, or to^ policies . 
•'ilablished by the College, matters pertaining , to academic freedom and tenure 
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principles on academicT 



/r/jqll be coniis'tent uith -the 19^6 statement of 
/reedom and tenure hy. the American Association oil Uriiv^rsit^, Professots t 

. r • ' • ' : ■ / : . ■ . \ ' ' ••\ . ' ' 

a^d tire statement. .on procedural sta^d^rds in faculty tlismijsal proceedings 

a-^yptovcd in 195'S by the 'A§sociaf^on/of American Col fege^ i^and Jthe Ataeijicah * 

^AJiso^:iat ion of University ProfessorsV . • 

• • . * ./ 

• • • . A'trtic/l.e IX ^ 

Ame/tdments 

These. By-Laws 'may. -6^ amended by a two-thirds (2/30 v&t^ of those' 
m«mbers present at any regular meeting, . 



• • • 




\ 



/ 



1975-76 . , ■ • . • 

FACULTY OFFICERS 

, Thm following are elected by ballot t0 8«rv8 ^thm Salem 

* Collsge Fpc^ulty ' f or a period of^two ysarat 

r ^ • ♦ ^' / . ' • ' ' / ^ • . • 

v.; V - ChairjDarsQf^ - Df Alip> Clarfje W Term expires 1^976 

• * :\/ica.AChail>per8on— mr;^ John Bond /tern^ "gxplred 1976' 
/ * Secretary - mi33 E*\/elyn Johl^son - tarin axpitaa 1976 

' • J^ACULTY Landing coMwi'ttees ^ . - > 
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0. 



V Exacutlu* Comwitte e; ^ / . • ♦ * 



^- • ' . • •/^^^ 

^ Duties: The Executive Comrtiiittee shall 'name tha fippoin-^ \ • 

^^^v ^'iye ffiembers aP the Committee -on Afcadefnic 'v ^ v 

I Sfcandaros and Horjors and of the Corimittfie on 

. Accredt'titigV They shall appoint special com- . . / 
.\ . • fTUtteQ^f-^tom time to tiffle a3 they^ifcty d#«« ' ^ r , > 

H de^^rabl^, and in keep^ 

' / ' \ practiced of the/Colle^e; these spli^ia^l^^ V' 

mltteee shall be appointed^forVnpt *ii)ff^ t * " 

^ ^ one academic year.. .^^ ^ ^ 

' » . ^ • . . . ' ' ■ .* » " , ■ . ■ ^ • ' 

^Tha Ekecutive Committee shall have tjle- author-^ f'^' 
ity to act fbr the faculty as A *hp,le,' T»^ort- \ 
' . ing their actipns at a regularXv^ schSdul&d \ 

faculty meeting. /The Executive Cojnrtiittee will , ; 
also act as a Committee for thejrec^ommendatioin 
\ \ of promotioij- and tenure. 

' Wtffwbers of this Commiitae are: \ ' , 

• • . . \ ■ ■ r 7. ^ > • • ' J, * 
- Elected memborsi Dr* Alan CXarl<^i§r Chairperebh, Term 

• - expires 1976 . ^ ! , 

• . ; : , mr» John Bondt Vice ChairperBon, Term 

* ' expires ' 1976 

r '. miss Evelyn Johnson , Secretairy Term ' ^ 

. • expires 1976 . ' 



^ Divisional Representatives: 
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Dr, David Lynch,. Behavioral Seiance- 
Torm expires 1977 % ^ 
iflTf bohald Christie, Natural^Science- 
Te^m expires 1977'*' <. 
miss Elizpbeth Whipple', Humanltici^ 
Term exp|fres 1976 . .9 

Dr. John Spears, Prof & Vocational 
Studies-ferm, expiries ,r9J6 . • 



. 'V • 



Y Cx-Off Iclo' Mombers I ». - , \ 

.. Dr. Dallas Biiley Prasldoni of^the 

Collage ' 

■ ' f ' • * Dr. f^onald Champagne^ Dean of*' the 

College . * ' 

inr. Doyle Zwlebel, Registrar 
• 'ViT, Greg Shantz, President of Com- 
f munlty Congress ^ - , 

' ^' •■. - ■ .' 

Analytical ^Studies Committee ' , 

The Artalytical Studies Committso shall analyze the pro- 
gram plans ^ Including curriculum changes of all academic 
and support services^ and departments using tha following 
griieriai a, Rea^ponaiveneas to institution goals antJ-^ob- . 

Jec^'ti ves . * - 
* t^. Consistency- with institutional policiea 

c. Ccondmlc feasib'tlity . 

de jCdofdination of academic programs . ' 

. e. Coordination of support service plans with 

- " academic plana ^ . 

fe Gons^ of alterna^tive courses of action 

Wembera of * this Committee arfe : . ^ • 

sHlr. Edttiard Jarroll - NatGral Science - Terra expires 1977 
.Dr. David Lynch Behavioral Science - Term expires 1976 ' 
Wrs.' Uenita, Zirtn - Humanities - Term exp i r e s 19,76 
Dr. John Spears - ProfB88iQrti*g|.nd Vocational Studies - 

Term expires 1977 
flir. Gary mcAlliater - Chairperson hf Education Departnenf 
Wr. 'Bichasl Greer - Chairperson of Committee . - V 

Mr. Isaac maxwell, ^l*lr.* Patrick Haun, mp. Doyle Zwiebel, 
. one vacancy ^ 

Committee on Accrediting ■ \ 

, Duties: The Committee on Accrediting shall review all 

material relative to thf College's participation 
- as a member of any accrediting organization, - 
such as. The Nm-th Central Association of Schools 
* and Dolleges, and afhall recommend such changes as 
.may' be desirable in the progr^;!of the. College to 
■ - \ maintain the position oT the College , with relation 

to auch^^credi ting bodies. • , 

^^ctione or recommendations shall be reported to 
the whole faculty for approval. / " 
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Elected. mombsra : John Curxan - Term expires 1978 

Jean Christie*- Term expires 1977 
.'• V Tern- expires 1976 

Appointed Members ■W'stm eVpi res 1976 , 

Or ^ John Spears 
* . -Wrs. Dolores Floria 



Grlevancerv Committee 



Duties: The GrTevance Committee shall consi'der aqd act 
:^ upon any matter brought to its attention in ac- 
cordance* urith the following procedure: If any 
faculty -mefriber- feels -cause for grievance in any 
matter other than dlsmissjatl proceedings - such . ^ 
as sala^ries, assignment qif teaching duties , as-i^ . . 
signment of ispace or othei .facilities , and pro- 
^ . priety of conduct - a petition may be made to 

the elected faculty Grievance Comnfittee for re* 
. / dress. Ihe petition st^ll set forth in detail ^. 
the nature of the grievance and shall state 
against whom the grievanc^^^lg, directed. It shall 
^ contain any factual or othieip data which the peti- 
tlonor ,deems pertinent to the case. The Coromittee 
^ will have the righjt to. decide whether or not thjB . 

facts merit a detailed investigation. Subroission 
of a petition will not autdmatically entail in- 
H( vestigation ,oxudetalled consideration thereof . 
^The Committee may seek to bring g^bout a settle- 
V Inent of the issue satisfactory to the parties. If 
' in^ the opinion, of the Committee such a settlemfnt 
is not possible or is not appropriate, thf Com- 
mittee will report its fihdings and recommendations 
to the petitioner and to the appropriate adminis- 
trative officer and faculty body. At the pejti- 
"tioner's request, an opportunity will be provided 
for further presentation of the c^se. 



Wembers of this Committee are: 



John Craig - Term expires 1977 * 
Patrick IflcHugh - Term expires 1976 
- Term expires 1978 



Commi^ttee 'on Academic Standards and Honors 

\ '' ' ^ ^ ' * . . 

; Duties: The Committee on Academic Standards and Honors 

shall determine academic standing\pf any^tudant, 

X ^ recommend candidates for graduation honors intlud- ^ 

ing ^Laudati awards / review and recommend student 
requests for academic policy waivers, in conjunc- 
tion^with a committee from the Board of Trustees, . 
, recommend candidates for honorary degrees, repre- 
sent the faculty (along with 6 membars.of Community 
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* S^?«r?n.^!!K''V*^^! Committee) to select candi- 
dates for Who's Who, and the commLUee shall 
serve as an. appellate body for student icadenic 

be ?eDSr?e; f^is^'^i"?" 2" i^e coalmen da tlaSs. I^iall 
De reported to the s^e faculty for approval. 

. Wembers o f this Connnfffoo ,r..,. • .» 

^_ "acted membep-Patrick mcHugh - Term ^xpi res 1978 

[, Donald Simmons - Term <(bxpiTss ^l 977 
Dolores Floria - Term expires 1976 

Appointed Pflembers ^ - 
N John Curran 

Jean Christie 
. . Harry Hartman 

^t 

udent iviemb>r 

" \ ' ■ ^ 

Teacher Educatio n Commlt^tea ^ 

sophomore teacher training candidates. screSn 

?h«'2f *°^^^*"9JandidatBsrind a^^^^^ 

the kinds of records of teacher training put Into 
,the^ permanent Education Department files. It 
shall recommeriNd policies and practices for teacher 
education within the framework of overall coUeae 
rnii?i?°' reporting such recommendations to the^ 

AnaIvUc«l°s/S?"''*'"2i °^ *° CommiUee on 
Analytical Studiesv or the Faculty as- a whole. 

members of this Committee arat ' ^ 

Standing Wembers-Chairperson of Education Department ^ 

s.- Gary WcAllister " ^ 

>Sain'"nf Education Department 

5Pean of. Studenljs - Isaac maxwell 
Registrar - Doyle Zwiebel " 

>\ppointBd members 



Ruth Rogers < Humanities. Division 
Dr. Tom Bond - NatOral Science 



SPECIAL COmmiTTEFS r 

Athletic Gommitt^ee: Or . Leone t^rstensen. Chairperson: 

mark mills., mike Wargo *J 

-feureau of Communications: D^Nell Bailey, Pat mcHugh. 

Jfihn Craig 
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IMomfnatl no Comwlttsa ; Don Christie, Chairperaohf Carol 

Benninger, Wartha Oevericka, Mike 
Greer, John Raj^dolph 

• Commenc ement Committee t Preeident of tha College - Dr. 
. '.S " . ^ ^ Dallaa Bailey; Dean of the College - 

Dr* Ronald Champagne; l/JLcq ' President 
for Development and College Relations - 
Jamas Kughn; Director of Alumni 
Affairs - Pat Haun; Senior Class * 
President; Representative from Dean 
of Students' Officej-Ed Spatafore, 
Gary Kendrick ' 



Social C ommitted* : -Jean Christie, John Craig , Dolores Floria,^ 

Billy Freeland, Suaan KistLM-r-^BiH' Lanson, 
Randy Scott 

Committ ee for Constitutiortal Review and Revision f 

Vice Chairperson of the Faculty, Chair- 
person - John. Bond 

Secretary of the Faculty, Secretary^ 
Cvely/i Johnson 

Appointed Members: Richard BiDnd 

^Dr, Robert FJorian 
Gene Sperry 

ADWINISTRATIVC COIYIIYI ITTEE5 H . - ♦ " 

^- ■ ' ' , 

Library Comrelttaa 

■J ' . ' ■ - . 

Chairparaoh of the faculty - Dr. AlanClarka 
Chairffaraon of the "Analytical Studias Commlttaa - Michhal 
' Crear 

Facu>lty Iflambera-- Dr. David Lynch'- one vacancy 
Two atudenta alactad by the Community Congress 
Professional Librarian - Sara Graham ^ \ 

Daan of the Collage ^ and /or FacAltv CxBCutive Comeittae 

I ^ Library Commi'ttaa 

Library Director 

>l ^ 
Library Staff 

All changes in library policioa. muat be/"a^rovBd by the 
Library Committee, and if need be by the Dean of the Collqge.' 
The Lihracy Committee toill consist of the professional librarian, 

•'SO 
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thB Chaitptrson of the Faculty Executive Committee, the Chair- 
person -of the Faculty Committee on Analytical Studies, t«o. 
faculty members elected a£ large, and two students elected by 
the Community Congress. 

The Faculty-Student Conduct Committeii Is responsible for 
adjudicating incidents involving violatiort of regulations in ^ 
the Student Code of Conduct. The, Dean of the Collfge shall 
appoint four faculty members, plue one alternate member". The 
Community Congress shall appoint three student, members and one 
alternate fhember. 

Members: Randolph Scott - one year 

Ken Wacurik - two years • 
Jean Christie - one -year ' ^ 

" - • Don Simmons - two years 

Wichael tilarcio alternate (appointed /earl^.) 

Three 'students ' ' 

alternate 

(J ' — 

Th^^Commi ttgft on Winority Conce'^rns is appointed by the 
President, and Is concerned with i ^ 

1) The quality of Community Life with pArticula>^ef er- 
once to minority concerns. 




2) Investigating charges of discrimination and rtTaking 
^ recommendations for alleviating problems. 

3) Waking general recommendations, whidh will load to 
* improved rac6 relations , to the President for con- 
sideration. 

Committee: Nellie Jo Brissey 
^ David Lynch * 

John Curran 
* - Johana Simmons - 

Wallace Harvey 
Brad Davis . 
' ^ Candy Curtis 



r 



NOTE: The Dean of the Collage serves as Ex-ofFicio member 

of all committees to which he i8j)>npt specifically named, 
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AFFIRMATIVE ACTION 



Salem College is committed to a program of Equal Employment Opportunity, 
whirh involves the hiring and/or promotion of all individuals; regardless of' 
raeo, j^cx, national origin^ or creed. .This-means / that the/CoIlege sleeks to 
broaden its p6ol of a.pplicants for facility and staff positions so women and^ 
iVMiorities can be .considered for employment along with all other applicants. 
ilowev.T, in accordance with Executive Order No. 11246, as amended the College 
IS rrquired to hire the best qualified applicant. When a minority applicant' 
liasexactly the same qualifications as a non-ihii\ority. applicant, the" m^inority 
appricant ^ali. be given preference in hiring and/or promotion. ' . 

To ^insure that tt^ere will be a broad pool of a^licant^, the Callege 
Will undertake X^^e pllowing: 1 - ^ f 

1. As positions on the faculty be(iome vacant,^ they will be advertised , 
in professional journals, notices sent to institutions which serve 
primarily minorities and women, and pfivate and public employment 
agencies^ The ^requirements for each position shall be fully 
described. It is^ the duty of the department chairperson to inform 
the Dean of vacancijes within the department, and to advise the 
Dean as to wher,e the vacancies should be advertised, and to ^ 
supply th^<an with an appropriate description forfthe position. 
All posit^^s will be advertised without regard to sex specification. 

^ * 

-\ The Dean of the College, department chairperson, and other appropriate 
•t^ersonnej, will review, evaluate, and* tesRond to all applicants. 
Only when ^applicants^ are deemed equal will women an^ minorities be 
given preference. When womfen or minorities are passed over for 
appointment or prombtion', }written justification for the decision 
must be s^ubmitted to the ^^reg ident . ^ " 

2\ All records repeived f rom Ippl icants will be kept on file for a 
m^inimum of five years. ^ . - " . , 

^. All evaluations by College faculty members shall be based on the 
performance criteria as found in the faculty handbook. This in- 
formation ahall'^be kept on file in the office of the Dean of the 
College for viewing by t^e faculty members. . / 

5. Promotions shall be made from within when possible based on the 
criteria fof^pomotion found in the faculty handbook. 

' ' M - ' ■ ' * >- 

•• - ( • . • ■ 
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ACADEMIC FREEDCTd AND TENURE5>, POLICIES . - 

^- 

T.ho policy of Xcademi^ freedom and of tenure at Salem College* is* for 

- •'^ • . • ' ' 

fhc mutual. good of both the institution and the teacher in the interest of 

".free search for truth and its free ^exposition." The policy is f undatneritl^l 

to **the protecl iori of the rights of the teacher in teaching and of the student 

l<> froedoin In learning,** 

-J^^s^t it ut ions o€ ^ighef educatfori are conducted for the conmion good and 

,.«« '"'• • • • 

not to farther the interest of either the individual teacher or the institution 
as a whole. The common good depends upon the free search for truth and its 

Acadririic freedom is essential to theie purpbses and applies to both 
I packing and research, .Freedom in research is fundamental to the advancement 

' ' ^ 1 . • 

of truth. Academic: freedom in its teaching aspect i^; fundamental for .the 
proroctioii of the rights of tfee teachejpin teaching and'of the student to 
f n (Mlom m learning. It carries with it 'duties correlative with rijghts, 

Tenure* is a means to a certairi end ; Specifically : (1) Freedom of teach-^ 
lur, and research ^nd of extramural, activities and (2) a sufficient degree of 
foriornic security to. make the profession attractive to men and women of ability, 
ffoedom and economic security/ hencq.' tenure , are indispensable to the success 

Jf ' ^ ^ . 

<*i an institution iq^ ^.ulf ill ing its obligations to its students and to society, 

ACADEMIC FREEDbl 

\ ■ , • - • . 

(a; The teacher Is entitled to full freedom *in research and in tj|B publi- 

cat ion o^. the result^f^sub ject to the adequate performance ,o^ other academic 

' i -' -> , > 

duiLt!,i; bat research for pecuniary return should be based upon %n understanding 

'"J ■ ^ ■ ' ■ 



with the authorities of the institution^ 
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AraUfcrnic Freecjom (cQntinued) ^ 

(b) The teacher Lsw entitled to freedom in the cl^'ssroom in discussing 4 

- ♦ i* 

I ho subject, but should be careful «ot reintroduce into ythe classroom, con- 
it ' . ■ ' ■ ^ ' ' ' 

» rovc^rsiaJ. matter which has no relat ion ^ to the subject. . ' 

» •* %/• . . . 

(r) The collf^ge or university teacher is a citizen, a memlii^r.of a 

Ivanird profession, and an officer^ ot aii educat ibnal^institutioa. /WherB the 

i-t*arher- speaks or wri»tes as a citizen. Re or she Should be free from institu- 

1 loiwiJ eensors-hip or discipline, but Lhe special position of a teacher in the 

<<Mninurril y imposes certain obfigaL ions . As an ind ividuAl of learning and an 

i tluf'ai ional officer, t hafq> t'eacher should remember that the public may judge 

f* . ■ ■ ' , 

Mh' profession and the i;nstitulion by any public statements that may be pade. 

ihMirf> tht3Pse statements should at all times be accurate, should show appropriate 

r<-.sfrain< and respeqt for the opinipns of othera-, and Should indicate cleajrly 

ihrit they are not institutional views. . , ^ 



r 



.•S-;-, -y. TENURE ■ ^2 

' ' ' ■■ ■ ' 

Appoirttn\ent of Academic Personnel " " 

A. Persons appointed to the faculty of Salem pollege shall be . 
. appointed to faculty positions in one of the following ranks: 

.1. Professor . ' - , ^ . 

2. Associate Professor .* * 

y 3. Assistant Professor 

4 . Instructor . ♦ ^ ^'.v 

. 5. Assistant Instructor . * 

6. Part-time Instructor ^ , • ' 

B. Other apprcpprlate titles, which more' j|ccurately describe the nature 
of the position may be used upon the recommendation of the 
President. Persons appoitited to adjunct positions such as artist- 

V in-residence;.pr ranks below that of instruct^or shall hot accrue ' 
* \ service credit toward satisfying the probationary period for 
tenure. 

' f ' ■ ■ ♦ » 

C. Persons tendering full time service to the College, but assigned 
to administrative or staff duties, either in addition to/ or, 
temporarily,^ ^.exclusive of academic duties, may be appointed to, 

^ or may retarp one of the foregoing faculty ranks in addition to 
any administ|r%tive or staff titles 



The President 'upon recommendation of the Dean of the College shall 
make all appointments to all po^Jitions at the institution , subject 
to the approval of the yBoard when appropriate • 



i:. Every appointment* shall -be in writing with copies for the 

appointee and the College. The^ terms and conditions of the^ 
^ipt^^ijptment, including any special provisions must be include.d 
if ore the agreement is considered to be final* 

Procedures related to appointment: • ' ^ ^ ' 

When vacancies are to be filled, the Dean of the College. will 
consult with the Divisional Chairperson and th6 Departmental - 
Chairperson to develop' qualifications or a job descript'ion to be 
^ used in evaluating applicants, ai^J to begin the actual search fpr 
applicants, ihcluding advertising that the vacancy exists. 

• 1. The Divisionai^hairpetson will be responsible for ' - ^ 
developing for each final Candida^ a -folder containing * 
^ his .resume/ • letters of reference, trariscriptSr and ^ 

other relevant information. . 

2. Whenever possible the most desired candidates, having 

been .recontmeniied by the Divisional Chairperson to the ^ 
Deevn of the College, and the Pifesident, will be invited r 
^ ; to campus to ipeet with the foregoing and potential 

department colleagues. Th^ President and .the Dean of 
, the College shall be supplied with a copy of th^ personnel 
N [ folder in advaji'ce of ,the visit. 
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3. The final ^deqision to offer -a contract will normally 
result follpwing the deliberation of the Divisional 
' Chairperson (who will reflect his colleagues ' 'opinions) , 
the Dean of the College and the President.' 

G. With the ♦ exception of special appointments clearly * limited to d 
>brie5 association with the College, or reappointments of retired 
faculty- members under . special conditions, all full tima 
appointments shall be of three kinds: (1) Probationary, (2) 
Tenured; or (3) Conditional. 

. > 1 • Probationary or non-tenured appointments 

* ^- Beginning with appointment to the rank of instructor 
. ,or a higher ranK:, at Salem College, the probationary 
period shall be seven years. 

> ■ • . 

^ . b. At the end of five years any non-*enured faculty 

member will be given notice in writing of tenure 
status, and he should initiate the review procedure 
for tenured appointment. 
». ^* * ' ^ • --^ ^ . ^ 

c. During the probationary period a teacher shall 
have the academic freedom all other members of the 
faculty have. 1: . * 

d. Administrative personnel with less than half-time 

' academic assignments s^iall not accrue service credit 
toward satisfying the probationary period. * 



/ 
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Employment dicing- sximmer terms ,„ in part-time' positions , 
or during period|^ of leav^s-of -absence, shall not*be 
ctedited^^towar^a satis^i^ng the probationary period. 

During the probati^ary period contracts will be 
issued on a y'ear-to-year basis, and appointments may 
be terminated at the end of any contract year. 

The President shall give written notice to non- 
tenured faculty concerning their retention or non- 
retention as follows: ^ - 

(1) \^ot later than t^arch 1 of the first 4 years 
of employment , / , 

(2) Not later than December 15 of ^e 5th. and 
subsequent years- of probationary employment. 

'The Dean of the ^College shall involve the faculty 
in the periodic review of the performance of 
academic duties of non-tenured facu]tty members , and 
the faculty member shall be informfed of the results 
of such reviews. , ' ■ ^ ■ ' 
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• Tenured .appointments . After the ^expiration of a * 

probationary period,, faculty members shall have a 

permanent or continuous employment, and their service * 

s^hould be terminated only for adequate cause, 

retirement for age, or because of bona fide financial ' 

exigency. ♦ * 

« 

a. Tenured status applies only to teaching membei?s 
MOf the faculty, and not to administrative and"' 

. staff personnel. If an administri't'iire ;or staff 
'person also;has faculty rdhk and has been tenured, 
his tenured status applies only his teaching 
function. . v : j 

I 

b. No person holding appointment at ranks below thaV 
of associate professor, may be tenured. 

c. Tenure automatically" ceases when 'a perspn reaches 
the^age specified for retirement, after which 
appointment is on an annual basis at the sole . k 

• \ discr^ioi^ of the College v 

d. ■ Nor more than 6'0% of the faculty may hold ^tenured 
-^appointments at any time.. , • , 

e. Recommendation "for tenure J Within the framework 
.\ of the principres listed above, the 'Faculty 

Executive Committee functicfning aS the Committee^ 
on Promotions and Tenure will make recoramendtotibns 
regarding tenure. The President will consider 
these recommendations in making the final ' * 
determination. 

s ■ ■ 

(1) The candidate -faculty member must initiate 
the process for consideration for tenure. 
He shall do this by making a request in. 

^ writing accompanied b^ the necessary 

documentation, to the Dean of the Colleqe. 

(2) The docymentation to support the request 
shall include: 

--Vita, (complete and up-to-date). 
— efforts during the past, 5 years towards 

pirofessional imp\rovement 
— cumulative bibliography; r 
/^i ^ scholarly research & publications 

^ * creative compositions 

non-technical writing, book reviews, 
critiques . 

— unpublished writings (including time, place 

^nd to what audience presented) * 
— membership in prof eiSsional associations, ' 
and an indication level of 



1 



fdna an inaicai 
pdr^ticipation " 
— description of non-teaching activities 
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• •■* '-■• 

(3) Upon receipt of. the request th,e Dean shall • 
place such request before the iPacuity 

* • ' Promotionjand Tenure Comnittee^^ along with. 

the supporting documents. In addition^ the 
Dean shall supply the followirtg information 

* ' to the Committee. 



(a) Evaluation of teaching effectiveness- 
by colleagues * \ * 
a*. 1 > Detailed .appraisal: 
f ' — 'as-a teacher of upperclassmen 
] --a9 a teacher of underclassmen 
— as a lecturer 
. --^'as a discussion/seminar leader 
—as a counselor of njajors 
---as a laboratory supervigbr 
> — as a director of re^earch/indep- 
. ^ '. endent atudy. > 

a. 2 General ef f ectivianess as a 
tifeacher ^ ■ \ . 



1 



•(b) Evaluation of teaching effectiveness 
by^studer\ts ; . ^ 

b. 1 supported by results 'of survey 

evaluation 
b.2 frequency of et^aluation 
. . — new faculty evaluate first semeste 
— non-tenured faculty evaluate 

^every second semester 
--Tenui^ed f acuity ^ evaluate every 
) 4th semester ^ 



(c) Evaluation of contribution as: (to be 
\. done by appropriate administrator) 

c.l Counselor & advisor- to students 
C.2 Mvisor to student Organirations 
C.3 member of committees 
*c. 4r^ community service*'^ 

(4) After ccSnsideration ^of each rdquest the 
committee will recommend 'in writing either 
(1) that tenure be, granted^ (2) that tenure 
be 'withheld but a contract offered or (31) 
that tenure be withheld and terminal notice 

V ...be given. ^ * 

(5) Tenure sli.all never be awarded automatically 
^ "^nor withheld capriciously. 
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(6-)" Tenvfre {ite granted 6y the President of 
.ttie Coilege^ with . the approva^l . of the 
Board Qf Trustees r aft^r receiving * 
• i irecoiTunendatiqns from the Projnat ion-Tenure 

Committees ' . , - 

(7) At the discretion of ^the President an 
" " , an annual contract may be extended to a 
faculty * member denie'd '.tenure. 

, ' * 3. Conditional appointment^,. In those rare instance's when 
. ' a faculty member has completed a seven year probationary 

period 'and is not grianted tenured appointment^ an annual 
contract may be extended by the President* ' - 

^ a. Conditional appointees shall be given written 

\ ^ . notice by the* President of their retention or ^ 

non-retention not later thcin December 15 of the 
contract year. . * ^ 

. >7 ■ ' \ , 

b. Conditional., appointees shall have the academic 

freedom . all other members'^ of the faculty have. 

Dismissal and termination of emplpyjtient of 'tenu^red personnel. 



A. 



The dismissal of a faculty member with iienure^ or of ]any faculty 
mernber before the end of a specified period of appointment^ sliall 
be affected^ only pursuant to the procedures provided fin these-, 
policies, and only for any of the following causes: .,1 



. 1. DempYistrateid incompetence or dishonesty in the performance 
'Of professional duties* . ' 

2. Personal conduct whicn^ubstantiaiiy impairs the* indi- 
vidual's fulfillment of • in^titution^al j^esponsibilities * ' 

Insubordination by refusal to abiderby legitimate, 
reasonable directions o£ the adminii^tration. 

V 4. Physical or mental* disability making' the individuaf unable 
within a reasonable deigree of medisg^I certainty and tty 
reasonably determined medical df)inion, to perform assigned 
P duties. « 

' 5. Substantial and manif.est neglect of 4uty. 

B. A tenured^ faculty member appointment may be terminated .becausS^ 
of bona fide financial exigency or th^ reduction or elimination r 
of ^ an existing program for which no oliher program, o^r position ' 
exists requiring equivalent competency^ aYid only after all 
reasonable efforts have been made to meet the need in other ways.' 



' ■ . . . 
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1. Financial exigency is defined as the critical, pire^ssing^ ^ . 
^ , or ufrg'fent .need on the part of the educatio^ial . institution 

to reorcifer its iponetary expenditures ^^itbiii the^ ■ . ^ 
/•institution in such a* way; as to. remedy and*reli^ve the - * 
state qf utgency within said institution cheated by ^the ■ 

- ' inability of ihe institution to meet its. annual inc>netary\ 

expenditures with sufficient revenue to prevent a 
. sustained loss of funds. \\ ^ * * 

2. Decisions on these- matters. 'shall follow careful^ and ' 
<^ meaningful faculty invo-lvement in determining ^the ' ' 

- . red^ction or elimination of instructional pro^^c^^s*. . 

3. Amon^ the-Various considerations , difficult and competiijg/ 
that have to be taken into consideration < in deciding * . 

* « upon particular reductions, the retention, of a viable 
. * . ' prpgram shall necessarily come first.' ' ijk 

_ 4.. In making personnel reductions because of ■cond\tlons of 
financial exigency, tenured status will be a factor fot 
• retentiort but' longevity will not be the ^ole criterium. 
Of e(|ual'.imp'prtance would lie qualificatibns based lipon 
the>.»credejntials held, and .total contribution to the 
Program and the college based upon a continuing ■ 
evaluation. , ' , ' • 

.. 5,. If an appointment is . tepiihated ^atiuse of "*f inanciaj/ * 
exigency^ or because of th« discontinuance of a program, 
the ^released faculty member's position will ndtjse filled • 
by a.repl^cement within two. yeafs, Ujnless the afeleased 
, person has been .Offered reappointment and aiven ci v . 
reasonable time within whidh to accept or decXine it! 

• 6. in casds. of , termination -because of".f in^ancial exigency, 

or the discontinuance of a progr^, "^ihe faculty member ,^ 
concerned*' shall be given a terminal notice certified ' 
mail. . A tenured facuj.ty member shall be- giVen at least 
12 .months notice. - ', . - . ' ' a * 

7. • Faculty members |so terminated, if they dfesire,.may within 
, . 5, days after bein^ notified request in writing vf the 
President a hearing -before ' the Appeal Board,' , 

a. The ^Appeal Board consists of the "^chairperson of the 
' Board, o£ Trustees, the Co-chairpersons ^ thlfe Edu- 

• cation Policies Committee ^f fehe Board of Trustees, • •• 
the Co-chairpersons of the Finance ■Comipittee*. of -the; * 
, Board^o^ Trustees, the 'Fresident of th6 College'T^the 
Cl]airpeyson-*of the Facuflty. ^ " ' * - > \. ^ , 



7our of the seven members wil'i .constitute a quorum'-'" 

T^e Dean will attend the |Ippeal Board to repr^ss'enf ; 
the position -of the College. . . 
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. : , d. ^ The hearing yU.1 be held within a reasonable time 
, V . ... never longer Shan 20 days af±er requestedT At 

. - ^5-^. ^^^"^5 the faculty men£^r way appear,, with an 

. : advisor frpm within the College to p?eseni Ms 

case against termination. p «:=enT: nis 

,e, A transcript will be,kept of the proceedings - 

' • AS soon as possible after the hearing the facultv 

. . •. member will be hotified of the, decision of^?he ^ ■ 

.Appeal Board. ' • ^ 



• " D. 



, C. Dismissal for cause. The Pre^^ii cif^n^ • ■ j_ . > 

certified- mail, pioh dismissal notice shal^oonbain: 

rSLrSpSST"'*'**'^*"' °* °^ barges: ; 

^e^^? . s p?:L1u?a1 fj|h"j;f governing the faculty' 

thi'^fJn.n^''^^^ k""™ '"^ ''^^^iP'^ of the dismissal notice 
the, .faculty member may, in writing, request a hearlna 

^ne^ cnarges. If the faculty member fails to file a 
Rearing request within the prescribed.^tiLrthi notice 
of dismissal shall be final. notice 



» 2 



3. 



^ ■• . y ^ny cause the facult? shau'fi!? ^^S^e?!.". 

if^ - j- J^^ ''''^ request is for a hearing beforb the Hearing Committee: 

rnsrofrof'th'\^^^^^^ 

■ '■ • ' ' L u ^ °^ ^ faculty members of the Hearina Pan^l 

as herei^n set forth, with instructions to Strike S^n^el 
and return the list to the President Within 2 work'inrdavs 
<- If for any reason' the facultv member f^-iic i-l ^^Z-t ^ 

. . President ^hall within 2 worLn^ays JJiLfa^i^^^^ 

' ' ■ st^^sL^h'^H^^^'"^ ^^^^^^ to'f'vrwSi'ci'ihLrco^-^""'. 

stitute the Heg^^ji^Committee . . . ' 

. " . • ^ 2. The'Preside^it shall -promptly notify, iti writina the 

' ■ • five members Of their select i nn ;,<:^h J u - - ^j^ 

* an/q ■ fasiecrion as the Hearing Committee 

and of their. need to select from their memberlhip a 
chairperson, and shall designate, a- time and place ?or 

Er|c : ^ .... ' . . 
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3. 



The chairperson shall give notice by. certified mail to 
the concerned parties of the time and place for hearing 
the charge or charges , which time shall be not less thart 
S^days nor more tl>an 10 days from the date of the notice 
tnereor • • 



Hearing shall -be conducted as ^fpllows 

■ 1. 



2. 



The Committee will, hear Such proof of facfcs as may be ' 
deemed proper and reasonable .and make such investigation 
and enter . such. recommendations as the facts justify ^nd * 
and the circumstances may require. r / 

The hearing wj^l be conducted with as little delay as - - 
possible. 

The faculty member shall have the right t^ have, an advisor, 
but such advisor shall not be a person other than ^ 
member of the faculty or staff of the institution/ unless 
specifically permitted by name by the Committee. 

Witnesses will be examined under oath in the manner 'and • 
form and in the order designated by the Committee. 



.. 5. - Formal court rtiles of evidence shall not apply in such ^ 
hearings. .■ * 

,6. Testimony shall be recorded, . and a transcript thereof 
shall be prepared. 

7. A copy of the transcript of the- testimony together with 
copies of the exhibits shall be furnished ta the faculty 
member, at no chapge, upon his request. 

8. As soon as practical after the hearing, the Committee 
shall deliver to ^he President a copy of the record of 
-the hearing with the recommendation of the Committee- 

and shall provide a copy^of the recommendation to the ■ ■ " 
^ faculty member. The President,^ shall, within 21 days ■ 
after receiving the record and recommendations, issue " 
a decision in writing to the faculty member by certified 
mail, and such decisior^ shall be final unless the faculty 
member institutes an appeal to the Executive Committee of 
the Board of Trustees. ' ' 

Ml- ■ . ' • . 

Appeal to the Executive Committee of the Board of Trustee°s ' 

An appeal^from the final decision of the President may be 
•taken by the faculty member by filing a written notice of 
intent to appeal with the Chairperson of the Board of " 
Trustees within 5 days after receiving the final written 
decision of the President. 



1. 



Tenure (continued)' . 



2, Within la -d^s after, filing the -notice of intent to 
' ^l^tf}' ^ petition shall be f.iled with the Chairperson 
. of the Boara containing a statement, of the reasons 
rfwhy the *final decision Qf the Presid'eht is in error 
L together with a' complete' record of the proceedings. 

^* rn^i;?'?^^° days after receipt of the appeal, the^^Executive 
Coitlmi^tee of th.e. Board .stiall consider the appea^ on the 
record submitted and may take such action as it deems 
. . reasonable and propisr in ail the circvinlstances and in 
..answer, to all -of its responsibilities under the law. 

4.,. Time is of the. essence, and in the event the faculty 

member fdils tortile the notice of intent to appeal and 
• Petition of appeal as required in^ provisions 1 and 2 

, of this section, the deoision of the President shall be 



(Adopted by Board of Trustees 
October, 1975) 
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FACULTY RANK AND PROMOTION 



U M^roriiotion in rank is recognition of success in the teaching 
|)rbt(3Ssion based upon a record, of. out standiTig contributions. 
\*iears of service constitute the time frame in which promotion ^ 
- may be considered. . . 

2. Faculty functions to be ^valuated: 

a. Teaching - clas'sroom and non-classroom functions V 

b. Research. ^ 

c. Public Service * , 

d. Additional graduate study 

• o e. Service to college other, than teaching 

idplines for rank in terms of quality:* , 

1, ' Part-time instructor 

a. This person is hired because of his/her particular skill 
Of talent to instruct or assist another faculty member. 

b. ' This person may or may not hold a degree. 

c. ^*Will teach leiss than half time '(7.5 semester hours.) 

Will be hired- for a specific course, workshop or seminar 
not on a yearly contract, v 

2. Assistant instructor: 

a. Non-degree person employed full time because of his/her 
'^particular talent or skill. 

b. Will be promoted to instructor if reemployed the year 
following completion of degree requirements. 

3., Instructor , ' ' 

a. All new faculty holding a bachelors or masters degree 

^. * are employed by the institution at the rank .of instructor . 

b. A faculty member must serve at ledst 2 years |)efore promotion. 

^. Ass istant' Prof essoa; \ 

a. Has served at least 2 years as an instructor or be new to 
the ^ ins»titution and holding a t^^inal degree. 

b. ^ Holds at l&ast a mf^sters degree ^ 

- c. Demonstrate competency in teaching effectively. 

d. Have a record of being a responsible member of the College 
community. ' ^ ' > 

5. Associate Professor ^ 

* a.' Has completed 30 hours beyond the masters or holds a terminal 
. degree. ^^^^^ 

b. Has been an assistant professor for a minimum of 3 years. 

c. Demonstrated scholarly ability in advanced achievements 
(publications, service to state or national organlxationsT) 
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K.fCM'l I y|Rank and Promotion (continued) ^ b ' 

6, Professor 

a. Has a 'terminal degree or its equivalent. 

b. Has taught at the institution for a minimum of 7 years, 

c. Has cpmpleted scholarly work .and published or in some 
other reputable manner placed the ins^titution'^s name 
before a larger public. 

* Promot ion to the higher^rank presumes that the requisites far the" preceding 
^ fanks have been achieved and maintained. ' / - 

Annually it is the responsibility of each divisional chairperson to secure 
nominations for promotion'^in rank from the departmental chairpersons in the 
'livision. The department chairperson shall nominate eligible persons from his 
ilnpartment using the form that is available from the .off ice of the Dean of the 
c:ollege. It Ls the responsibility of^the departm^t chairperson to* see" that 
^h6 required supporting information is complete and submitted to tlw^^^^lfvisional 
chairper'son. " . ' 

The divisional chairperson shall be responsible for elicit ing^^ nominations . 
from each department jj ' and transmitting the nominations to the Deanlof the 
Co.llege. 

The Doan of the Col lege* shall transmit the nominations with his recocnmen- 
lons to the faculty Qoramittee on Promotions and Tenure. 

■ I ■ " . ' " . • ■ - ■ 

Tho. CommLttee on Promotions and Tenure shall make recoumendationa for 
promotion in rank to t^ President. The President will consider these 
recommendQj-^n.s in making the final determinations . 
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KKCOMMENDATION FOR PROMOTION IN ACADEMIC GRADE 

* - Date 

TO: Vhe Dean of the College 

We recommend the promotion of 



Rank Name 

tn the rank of ' * 

(Give complete title at it would appear in College BulSLetln, e.g. 
Assistant Professor of Psychology. ) " 

In support of this recommendation; the following information is submitted: ' 

1 . Date of Birth 

- ■ - . . . - ■ - ' r ' 

Month and year of first appointment to present rank at Salem College (and 
at other institutions when appropriate.) 

J.' Degrees ^ Dates University 

'I. Academic. and Professional Experiences 

Committee and Administrative Service 

(List Departmental and College Committees on which candidate has served 
since last promotion. Include counseling assignments.) 

6. Membership and Offices in Professional Societies 

/. Supporting Statement , 

(a) Descript ion and evaluation of teaching at undergraduate 

' , V 

(b) Descript ion^hd evaluation of research. (If the candidalEes bibliog- 
raphy has jftready been submitted, it need not be duplicated here. 
However, a description of work in progress and of work ^not yet 
published should be provided. The Executive Committee desirea 
especially an evaluation of the quality, originality, and significance 
of the candidate's activity in research.) 

(c) Descript ion and evaluation of a'dministrat ive and other services to* 
the Department and the College*. (Include quotations from other 
College officials when pertinent.) 



A 



4 
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(d) lnto what part of the Department's program would this candidate 
f tt and, what effect would this promotion have upon the balance 
of skills reqtfired for a well-ordered de{>artment? 

. f I 

(e) Summation of grounds on wjiich this promotion is recommended. 



Departmental Chairperson 



Dean of the College 



P 
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FACULTY DUTIES ANp RESPONSIBILITIES 

Salem College is seeking to provide quality education, which necessitates 
I (iat most important .segment of the college — the Faculty *- provide responsible' 
leadership in the following areas: 

1. TEACHING - The teacher should strive^'to provide a learning experience 

. for the students wKere the concept of student- participation is validated, 
Teaching being the most important function .should Require the maximum* 
amount of the employee's time.. • 

2. RESEARCH - Research is' an^art in which not everyone can participate; 
however, research is an important component of today*s society. Faculty 
members who possess this ability shall be given si^pport from the college 
in order to pursue this aetivity. Individual research or class researcji 
projects must be coordinated with the Office of Institutional Research. 
As many research projects are in pr6^gress, the proposed study may be 
•an unnecessary duplication and^ will be reviewed for its feasibility. 

3. SERVICES TO THE COLLEGE OTHER THAN TEACHING - The greatest part of . 
'learning may occur outside the classroom. Thus thecollege seeks to 
employ faculty who relate well to the students. Faculty members are 
expected to take part in counseling on all levels, as Well as to make 
themselves available for group discussion with student groups. In 
order to have faculty involvement in college planning", it is exp^ctec^ 
and required that faculty serve on college committees. Where depart- 
ment's have regular meetings, total department participation is required i 

4. PUBLIC SERVICE - Faculty members are free to accept and are enci)uraged 
to take part in non-col lege act ivities , since the college serves to 
provide through Its employees, leadership to the community, the state 
and the nation; faculty members are free to accept such role^ The 
college requests that the employee provide information to the Admini- 

^ slration about such, activities for proper evaluation. 

• » 

All matr^rials which come under the nature of . publicity and/or public 
relations must be, cleared with the Vice President for Development and 
College Relations or the office of Public Information. To accommodate 
med^a deadlines, material for news releases must be submitted, in 
writing, to the Public Information office three weeks prior to the 
desired date of the news release. If an event ot activity is scheduled 
which does not allow for the three week period, the Public Information 
office will make every effort to p^ublicize it. v 

5. OFFldfe HOURS - Faculty members will be expected to keep office hours 
through the five-day vs/eek. n 

^. CONVOCATIONS - Attendance at Commencement, Baccalaureate, and other 
College Convocations is particularly important and members of the 
faculty can be excused only under extraordinary circumstances. At 
those Convocations in which academic attire is re'^quired, it will be 
made available to those who need it on a rental basis through the 
offlcr* of the Associate Dean and Registrar , 
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Faculty Duties and Re!<j^ons ibil It ies continued) 

* . * ' 

7. STUDENT ORGANIZATIONS - Faculty members are expected to volunteer to 
sponsor and adviae student organizations, or sponsorships of such 
organizations' may be assigned. 

WORK DATA SHEET ^ Each semester faculty members shall report to the 
• Office of the Dean of the College his college related activities on 
^ the foms provided. 

' 9. ADVISEMEJjT The Core Advisory System has been established to help the ^ 
eutering freshman to set some direction to academic life at Salem, and 
to help bring to these students individualization — the meeting of 
each student's needs as an individual person. The Core Advisors help 
their advisees to choose educational experiences that will be relevant 
to the studeat.^ The system has also been established to make available ' 
a person that th^ freshman can see when a problem—social, personal, 
or academic— arises. Human contact will help the freshman over this 
transition period. 

In the Sophomore year, the- advisee is sent to the department in whi^ch 
Ihe student is majoring. It is the department 's responsibility to set ' 
up meetings, group and individual, to handle these students s^rom^ the 
Sophomore to the Senior year. 

Each professor's contract calls for participation, in the advisement 
system in force at Salem College. From the standpoint of "th^ mechanics 
as they relate, to matters academic, an advisory folder originates, in 
the AdmissioVis Office when the student is admitted. This folder contains 
all the information about the student received by that time. 

.When returned to the Career/Life Development Center, the folder is then 
prepare(J for the advisor by filing within it the papers containing data 
of use for academic counseling. (The advisor, no doubt, will be called 
upon for personal counseling. In most instances, however, referral 
to the. counselor may be in order at thi? point.) 

» 

On the day of registration, if not before, the folders are given to the 
respective professors for reference • during ^suing contacts with the 
advisee. The file should be maintained by the teacher as long as the 
student is that teacher's advisee. Should the advisee change-.to another 
advisor, or leave school, the file should be returned to the Student 
Services Office for further disposition. 

The file folder itself has a suggested outline of pertinent information. 
The advisor is responsible for filling out this outline. As the studeht 
progresses, grades are sent to the advisor. These grades may be filed 
in the folder giving a semester by semester report of academic progress. 
Opposite the grade page is space for keeping records of the degree require- 
ments. The advisor should keep this outlijje up-to-date. 
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• ■ CHANGE OF ADVISOR 

« 

For, the most part, a change of major meams a change 
of advifibr. Other reasons may cause the student to want to 
mcjAre ^o another advisor (personality conflict, inability to 
locate advisor, etc., etc.).. The advisor may feel that the 
student could be helped more effectively by, making a change. 

In order to .Jceep the record straight relative to the 
advisory system, the form bellow has been devised' to ke^ all 
persons concerned Aware ot the change. ^ 

C The student or professor obtains ithe form at the 
StUdejit Services Office, has the old advisor sign, and return* 
all three copies intapt to the Registrar's Office. The in- 
formation is processed and one copy of approval is sent to 
the student and one copy to the new advisor. > p 

Itif is assumed that the former advisor, rn the act 
of signing the release, will delete the student's name from ' 
the list of advisees. 



CHANGE OP ADVISOR 



Salem College 
Salem, W.Va. 



/ 



Ii>structions: The student shall sign hia name and obtain 
/ the signatures of the former adyisor and the 

v. new advisor. 

The signed form shall be given to the Registrar 
for final processing. \^ 



is hereby released 



, as an advisor 

and is accepted by.. 



(signature of new advisor) 
This change has been approved* by the Registrar on 

^ " ' effective date 



5 -"Z— 

Registrar 
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STUDENT RECOEIDS POLICY e 



INTRODUCTION 

A. The major purpose fpr maLntaining student information at Salem College 
Is based upon the College 's objective, of providing for the optimal 
. oducational development of its students* Therefox:^, only the infor- 
mal ion germane to that purpose sl^ould be maintained , collected, and 
proc0ssed; The collection, retention, and dissemination of dnformation 
^about , individual students should be based on the following' two criteria 
Id enable the College to better serve its objectives^ ahd (2) to 
\ slrongthcn the efforts to protect students from any damage that might 
f •r^.'sull from a misuse of Lhe information, 

I^. Grneral principles regarding this policy are: , ^ 

1. Professional judgement, common sense, and a 'high regard for ethical 
r practice, should guide the use of student ii^ormation by all College 

personnel. Demonstrated academic X^iterest b$^ed upon the "need to 
® know'rmust be the guide to the transfer of student information, 

' ' * ' . ' *■ ■- 

2. \n no way should any provisions of this t)olicy be construed as a 
limitation upon the College's ability to help ot assist the indi- 
vidual student or student groups. The abil ity^ to help or assist 
sluiji-nts is the overriding thrust and intervt of this document, And 
should be the primary impetus in* the implementation of this policy, 

3. When mandated by law, court order, or summoits, the College will 
transmit to court, to governmental agencies, or to parents c'fertain 
information pertinent to the student's progress within the College, 
In suctv instances the College shall notify the student of releasing 

' tho information, in advance if time permits, 

^. Subsequent ^t^te or federal law supersedes the^ guide 1 ines and of 
I h Ls pol icy. 

DKFINITION OF TEI^S 

A, For purposes*f)f this policy, f ile and records shall be used to indicate 
discrete gathrring of in^ormatioa relating to an individual which is 
stored in a fashion to facilitate recovery of that information by 
reference to the individual , 

"* * . * 

H. The following fif^s or records are deemed official student records and 
covered by. this polJLcy: . . 

1. The Official Academic ^Record is the "permanent record card" plus 
supporting written documents and files maintained by the Off ice of 
Registrar. The As§aciate Dean and Registrar is t^iQ official cus- 
todian of these record^ and the Registrar or designee, or the 
Director of the Clarksburg Campus is the only one legally authorized 
to speak for the College regarding them. ^ . 

51 . 




1 )i L N 1 1' [ ON OF TEI^IS ^ont inued ) ' . ' 

" ' • ■ ' • . "' 'V'i >■ 

^, Advisement Records are the materials maintained in th^e College and. 

academic departmental office for the* use only in advising, and/oir 

^ preparing the recommendations for^state certification.* These are 

not to be confused with the aforementioned official academLC record. 

3. DiBcipline Records including preliminary notification, proceedings, 
'results, and act ion t'^aken- as^a result of the office o^the Dean of 
Student Services. The Dean of Student Services is the official 
custodian of these records and the Dean, or designee, is the only 
one who is legally authorized to speak for t;he College regarding ^ 
them. . , ' 

■n: . :> ■ . ■ ^ . ■ 

. ^- Counseling Records include the confidential information retained 
about individual studecj^ in the Career/Life Development Center. 
The Director of the CareerA<ife Development Center is the official 
custodian o£ these records.- " 

5. Financial Aids Records including application, -parents* confidential 
statf^ment , need analysis form, promissory note, employment and otl^er 
rt^lated information, are 'maintained in the Office of Financial Airds . 
The Director of Financial Aida is the official fcustodian of /these 
records and the Director, or designee, is the only one who is legally 
authorized to speak for the- College regarding them.. 

■ ' ' ■ 

6. ' Placement Records including applications, resumes letters of reference, 

and related information are maintained in the Office of^ Career/Life 
E^evelopment .Center, th6 Office of the Resident Director of the American 
Romanics Foundation and the Office o£ the Department of Education.' The 
Director of Career/Life Development Center, the Resident Director of 
American Humanics Foundation and the Chairperson of thS Education De- 
s, partment are the official custodians of those records and the Directors, 

or designee, and Chairperson op designee, is the only one who is legaily 
authorized to speak for the College regarding them. 
/ 

7. Health Records including physical examination forms, physician's .notes 
and related information are maintained in the Health Clinic. The Dean 
of Student Services is the official custodian of these records. 

8. Financial Records are the materials maintained in the Office of Fiscal 
Affairs which include all records of student f inane ial*^ obi igat i^ns to 
the** school. The Director of Fiscal "^ff^irs f s the of f ic ial custodian 
of these records, and the Director, or designee^^; is the only. one who 
is legally authorized to speak for the College IlS^i^jga^ding^t hem. 

III. ACCESS Td RECORDS ^ * 

A. A student shall have access to his/her own official student records as 
described in the "De'flnition of Terms" portion of this policy. All in- 
formation in the off icial student records may be reviewed by the student 
except for (1) financial records of the parents, and (2) confidential 
letters and statements of recommendation which are dated prior to 
January 1, 1975. , . . 



/ 
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:ESS to REC0RD5 (continued) 



SO 



c. 



A student may waive the right of. access to his official student 
r/*cords..^ Such waivers may not be required as a condition for / : 
admission to, receipt of financial aid from, or receipt of any 
otUrir serviced or benefits from the College. 

Individual j5iemb)^r^ of the academic commun}.ty may maintain for. their 
personal = reference and use information regarding ^tu(j!ent'6 , As long 
as this information is not used in a manner which conflicts with 
this policy, such information need not be subject to scrutiny. ^ 



IV. RRLEAsl: OF INFORMATION 



> 



All Cpliege personnel should be alert to refer ' promptly to the official 
custodian of the appropriable office any requests for information/ 
Faculty members and the various institutional of f ices 'Should restrict - 
thrir responses to that information germane to their ^sphe re of responai- 
biltt;y -in relationship to* the student, e.g., faculty advJ.sor, major 
professor, aaadenjic dean. If^is noted that government investigative 
agencies as^such have no inherent ' legal" right of access to Student 
files or records. ... . ' ' 



Information contained in student*records »may be released under the 
conditions* outl ined* below: / « 



1. Public Information includes 
and phone number, "permanent 
verification, place and date 
class rank, class schedule, 
academic major, college full 
academic honors, letters of 
s,cholafship information and 
academic institutions attend 
campus act ivities , leadershi 



the following data: natnei. local adcjress 
address and phone number, signature 

of birth^ cit'izenship status, race,, 
number of academic hours completed, 

or part-time status, acadiemic and^no^ 
commendat ion, high schoolitattended , ^ 
amount , withdrawal tecord , otfeer 
ed , degree obtained and date /conferred , 
p positions, and dates of attendance. 



Public information may be disclosed on an unlimited basis by College 
personnel in response to oral or written requests. 



A current studr-nt may petition to hav6 any part of- the public infor- 
mation restricted by presenting written requesi:s t'o the Dean of 
Students within the first seven (7)*days of each academic Semester. 
A former s4-udent may ^petition to ^have public information restricted 
permanently by presenting a written request to the Associate Dean 
and Registrar. * ' 

" Restricted Information is generally disclosa'ble without student- 
conspntOpn a ''need to know" basi6 with considerable latitude l-eft 
to the. prof ess ional judgement of the College, staff menjber involved, 
^bcre are two categories of restricted informatipn: 
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Restricted: Info rmation (.contimied) f ^ 

^ ^ '■ '■ ■ ■ ■■ * . . ■ ^ 

2- a. Restricted"* Int^rrial and external use : These dita jtaay be 

' disseminated without prior .student consent to sourced. exterru^ 
. ^ from the College which requests -b^iem,- However, theseVdata ' - 

• are only available- for disclqsur^ at the discreticm ^of. author- ^ ' > • 
izedJBollegja personnel, again with emphasis on a "need to know" ' 
basis. Reqiieg^s for restricted information from* sources ex- * j 

ternal to Salem College must^ be presented by^ an icj^ntified ^ 
representative of a federal '/state , or > local agendy; infiltitu- 
tion or employer. If the request is legitimate arid serves the , ^ 
basic purpose of the College's maintenance of irecotda^ infonaatipn 
may he interpreted to the requester f rom^ the file by a staff 
^ ' member v(ho is authorized by the College to provide such uiforinatton. 
. * . ^ 

Restricted ipfprmation fpr both internal and externa}.^' use iricludd>s 
the following data: name of parent or guardiati, marital statue, . 
, , name of spouse, address of parent or guardian, ar^d physieerl 
, ■■ disabilities. ^ * • • 

b. Restr icted inteffial use (externally unavailable): ' 
■ ♦ . ■ _^ 

These data are available only for the dissemination to other'* 
offices within the College community by authorized stafjfl members. 
H . Requests from member g of the College community acting in their '\ 

official capacities will be cpnsidened on a "need to . know** -basis. 
If release of the requested infonnat ion is- obviously foj: the' / 
^ educational benef it df- the student ^^Kvolved or in concert with * { 
the general educational mission of the JCol lege, data may be , 
; released. Each off ic^ maintaining this category of inf ormat^iqn • 

will have a regular employee designated who is authorized to 
determine the "need to know" basis. /- . 

Restricted information for internal use includes the^fol lowing 
data: identification photograph, academic recor]3, 'grade point 
average, academic' action to include dismissal and probationary 
status, college board and other teat adores, admieSLonQ appli- 
cation f6rm, high sTchool and other college transcripts, student 
f financial *aids other tharf scholarship^ awarded , ^Ooliege. disci- *. 

plinary act ions , and- narrative Security Office incident reports. 

. • ' . ' 

3. Confidential Information includes the lowing data*: counseling 'or 
referral information and nkmes personal references^ Personal 
reference statements are confidential and provided only to bona fide 
prospective employers' or school of application upon written request 
or permission of the student involved. - Ciout]isel ing or referral infor- 
mation is available for disclosureg^nly upon writteri consent of -both 
*^ student and the professional Staff Member. • ^ 



f - 



54 



1975-76 ... ^ • 52. 

Release of^^f ormatioti (continued) 

^. Exceptions to this "release of information" -sect ion include; 

a., if the ^student has given consent. 
. ' b. to Complete transfer admissions, fo^s requested by the 

student . ^ Only disciplinary status of students currently 
on Disciplinary Probation or Suspension, or of students 
who have .'been expelled shalL be released. 



c. if research studies are being conducted in^such'a manner 
as will not perait the personal identification of the 
student except 'to researcher. * * 

' • . ' • ' ■ ' . 

d. if required by accrediting agencies in order to carry out 

, > their ac^cred it ing functions. ^ • 

» 

e. if required by lawfully issued court order , subpoena or summons, 
£. if an emergency situation arises where the information is deemed 

necessary to protect the health,, safety, or welfare of the stu- 
dent or other persons. ; « y . 

5, The release o^non-directory information to external parties must be 
recorded in the;|k|i^.vidual student, file . ^ 



V. CHALLENGE TO THE CONTENT OF THE RECORDS ^- ^ 

If after reviewing his/her official student record a student wishes to 
/ challenge a .perceived inacurracy, misleading statement, qr other perceived ^ 
violat ion of his/her privacy or other rights , the f ol'iowihg procedure is 
available; ' , 

A. .The student shal 1 be provided an opportunity for the correct ioi^'^or 

deletion o£ any such inaccurate, misleading, or otherwise inappropri^ate 
data and to insert *into such records a written explanaf'tion. A student, 
\ m^y challenge a grk'de only 6n the ground thai: it was inaccurately re- 
corded, not that it was lower, than the instructor ought to have awarded. 

B. If the official custodian of the records and the student agree that in- 
formation is inaccurate, misleading, or ptl^erwise in violation of the 
student's rights, the of f icia]^custodian of the records may make tii^ 
necessary correct ions or remove the infonnation. 

C. Upon the request of either the official custodian of the records or the 
individual student, a hearing may be conducted to settle disputes. 

D. The Dean of Student Serv:^^es will serve as hearijig officep/ Should the 
hearing officer have a direct interest in the outcome ofthe hearing the ' 
Associate 'Dean and Registrar will serve as hfearing officer. The fallowing 
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, Challenge to the Content of the Records (continued) 

' — ="! ■ • 



guidelines are to' be followed : 



) ■ • ' 



1. The .hearing shall -be conducted and decfided within a reasonable period 
of time following the request for hearing. 

2. The student shall^ be afforded a full and fair opportunity^ to present 
evidence relevant to the issues raised, 

3. The decision of the hearing officer shall b^ in writing to the student, 
and inserted Into the file within a reasonable period of time after, the 
conclusion of the hearing, 

Vr, EXPUNGING THE CONTENTS OF. RECORDS 

A, All records will be reviewed annually and all extemporaneous items - 
wj.ll be expunged. Materials tliat are^ dated, irrelevant , or immaterial 
shall be removed. Only that which is necessary for 'the orderly 
functioning of the College or is in the best interests of the student, 
shall b,e retained, 

B, The official custodian of the records shall be responsible for this 
operation, 

r - < 
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Salem Coli^^e 1975-76 

Instructional Salary Scale 
(9 Months) 



Professo] 



Gross 
Salary 



. Fringe Actual 
Benefits Compensatiotir 



Maximtim 

Minim( 
Average 

Associate PjLofessor 



$11,850.00 
10,500.00 
11,478.00 



$ 3,199.35 
2,425.50 
2,651.42 



$17,049.35 
12,925.50 
14-, 129. 42 



Maximum 
Minimum 
Average 

• 

Asaistfant Vrptessor 

Maximu^ 
Minimum : 
Average 

Instructor 

Maximum 
Minimum 
Average 



13,100.00 
9,500.00 
11,222.00 



11,250.00 
9,400.00 
9,99^.00 



10,500.00 
' 7,750.00 
9,207.00 



3,026.10 
2,194.50 
2,592.28' 



2,598.75 
2,171.40 
2,309.08 



2,425.50 
1,790.25 
2,126.82 



16,126.-10 
11,694.50 
13,814.28 



13,848.75 
11,571.40 
12,305.05 



12,925.50 
9,540.25 
11,333.82 



Average Salary 



. 10,154,00 



2,345.57 12,499.57 



Fringe Benefits are computed as follows: 



(1) 
(2) 
(3) 
'(4) 
(5) 
(6) 
(7) 



FICA - S-.85% of $14,100 

Unemployment Compensation - 1.5% of $4,500 

Workmen's Compensation - 0.05% of Gross 

TIAA - 5% o'f Gross \ - 

Staff Allowance (average) - /8% of Gross 

Group Insurance (average) - $327.72 per employee 

Long term disability insurance coverage - $41.16 per year. 



Note: All figures were compiled as of July 16, 1975 
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Salary Payments 



/ 



Employees contracted for nine months^tj(ave the option 
of being paid in nine or twelve equal monthly installments. 

Checks will be distributed^on the last working day of 

T*" '' * * - 

the month. However, the December and May paychecks Will he 

made available to the teacher after all grades have been submitted. 

It is College policy not to give salary advances. 
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J 

INS'nUICTlON . * , 

f ■ ^ 

IHie nonaal leaching load is fifteen hours. 



Class Attendance Policy • 



Lectures,' seminars, laboratories, and^other formal teaching methods 
^re offered in weekly class sessions over the period of a semester In a 
course of study. Regular attendance at the appointed classes avails the 
student of 'the guidance given by the instructdr- in pursuit of the achieve- 
ment of knowledge in the diacip4j.ne under study ar the attainment of the 
skill to be developed. The relevance of consistant class attendance to the 
level of work done by the student will be^ reflected in the evaluation of 
the student's achievements tlirough the grade reported to the registrar by 
the teacher. Each instructor's absence policy will be submitted to the 
offices of Dean of Student Service? and to the Dean of the College yearly. 

Teacher Absence From Classes V > 

When, a teacher must be abseYit from classes", this absence should be 
reported to the Departmental ^Chairperson, who in turn, shall notify the 
Assod'iate Dean and Registrar of the ' Absences . 



Class Record Books and Grade Reports 

Class Record Books may hp. obtained from the Bookstore. The report of . 
final grades will be turned in to the Registrar at the end of each semester;^ 
to be placed on file in that office for future reference. 



DEVIATION FRC^ PRINTED SCHEDULE 

mS^ie *P 



NO DEVj[ATION IN TIME OR PLACE FROM tllE ^PRINTED SCHEDULE SHOULD BE MADE * 
EXCEPT BY THE REGISIUAR'S APPROVAL. ANY C1IANg|^IN FINAL EXAMINATION SCHEDULE 
MUST BE APPROVED BY THE DEAN OF 'HIE COLLEGE. ^ ■ 
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REGISTRATION 
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. In the past few years seveiTal approaches to course 

registration have been tried. ^ At present, the following^ pro- ' . 
cedure is used. . . - 

Preschedulinq . Those students in attendance at Salem 
have the privilege of setting up their next semester's schedule 
prior to the end of the semester in which they are engaged.- For 
example, b^ the end of the second semester this year nearly all 
returning students haql;prescheduled their courses for the first ' 
semester of the next schdol'^ year • 

The rema^i'ning act in their registration will be an 
appearance on the assigned registration day, at which time they 
take their schedule- request form to the business office rep- 
- resentative. Needless to say, this relie^^es the advisor o*f 
maay -hours of tedious^ scheduling under the pressure of time. 

For the fall of 1975-76 \an attempt has been made to 
preschedule hew students by mail] during the summer mon€hs. 
Forms, along with suggested sbb^edules for the respective majors, 
were mailed to ^thofee new students who had p^id the deposit fee. 
Over fifty percent^of those students e^ontacted took advantage - 
of this procedure. Several made personal ' appointments with the 
Registrar to complete the process. 

Scheduling . New students who arrive on the day ol 
registration have been notified of the specif fc time they are 
to meet with their assTgned advisor. Registration takes place 
in the Administration Building. After the schedule is finalized 
the student fills out the NCR Schedule Request Form. This form 
is presented to the 'Re,gistrar ' s table for approval. other regis- 
tration forms (HEW student nationality report, etc.) are com- 
pleted. ,^6se forms, are then • collected by the last checker after 
review of the schedule, and other forms by a representative of • 
the Registrar's office. The student proceeds with the NCR 
Schedule Request form qnly to the Fiscal Af fai'ts tabje to be 
receipted and given one copy of the schedule. The next step is 
to start classes, presenting his copy of the approved schedule 
to each prpfessor as an entrance permit, if so requested. ^ ' 

Professional Responsibility . It appears that to jeffectively 
advise students concerning the courses to be scheduled an ad- ^ 
visor should be acquainted with: 



(1) latest Bulletin, 

(2) teacher^certif ication regulations, obtainable from 

Education Department, 

(3) general education requirements for both the liberal 

:arts student and the teacher program, 

(4) course prerequisites, 

(5) how to schedule correct courses allowing for an 

even distribution of qlasswork throughout five 
days, making l^rovision each day foi^ a noon ^ 
eating j^eriod. GQ ' 
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TUTORED COURSES 



Occasionally a request is made by a student to have a specific course 
tutored by a professor. Such a reqiaest dictates the necessity of (I) the 
' Student's agreement to pay t^Se^^tbrial fee of $35.00 per semester hour 
in addition to the regular 4uitix>n rate;. (2) a professor's willingness 
to under tak^^jfe extra work involved with the tutoring 8ituati:6n; (3).. 
wmtten pVpPIEtion of the Associate Dean 

The student begins the request procedure by obtaining from the Registrar's 
Office a copy of fl^e proper form. After filling in and signing the request 
statement; the student proceeds to have the tutor and the Associate Dean 
of the College sign the agreement. Finally, the form is left with the 
Registrar, who notifies the Director of Fiscal Affairs and the professor 
of the approval. The student and the professor work put the tutoring 
situation according to the guidelines listed below, after which the pro- 
fessor reports the grade upon the gtacje card r«ent to him* by the Registrar. 
The Office of Fiscal Affairs collects the tutor's fee from the student 
and forwards it to the professor. 



Guidelines for Tutored Coursework: 



1. The course in question is not otherwise sche^ulable prior 
to graduation. 9 

2. The course should not be in addition to a full-time load of 
tegular coursework. , - 

3. All work completed by the student toward the evaluation for 
the grade Is to be turned in to the office of the Dean of the 
College at the time the final grade is reported to the Registrar. 

4. The course taken must be one listed in the current College Bulletin 

5. A professor who is teaching a normal load should be restricted to 
one-student tutoring situation in a semester. ^ 

6. A professor who is not teaching in a five weeks* sumer term should 
. be restricted to no more tlian. three different tutored courses in 

a five weeks J^erm. 

*7. It is expected that in conducting a tutored course a mimlmum of 
forty-five contact hours be maintained. The faculty member and 
the student must each file in the office of the Dean of the College 
' a record of time spent in the tutoring situation. 
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COLLEGIATE-LEVEL EXAMINATION PROGRAM , (CLBP) 

\^^' Credit based on the CDEP Subject Examinations is* 
^granted to i-ndividuals who score the same as or above the 
mean of the CLEP national norms. 




''MAKEUP EXAMINATION 



//• / ■ ; ■ 

Whenever 4 student fails to take an examination at"' 

the scheduled time because of illness or other legitimate / ° 

reason, a professor may desire to give that student a makeup 

I 

examination. Students are charged a fee of $5.00 for this 
privilege, i /This must be paid at the Office of Fiscal Affairs 
in advance of the makeup examination. The student surrenders ' 
his receipt for this fee to the professor at the time of the 
makeup test. The professor, in turn, receives $2.50 by bringing 
the receipt to the Office of Fiscal Affairs. 
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REPORTING INCOM PLETES 

j 

It I9 understood that the Incomplete is given only in extreme cases p such 
as lllneasp etc. The grade gives no quality points, but it is included 
in grada point computation. A student who registers must compleVe the 
work within the semester or summer session ensuing. Otherwise ^ the grade 
remains incomplete for two years before it is changed to an F, /. 

Below is a facsimile of the incomplete report form. The professor, aft^r 
filling out the form,' files one copy and returns the remaining two copies 
to the registrar. One copy is forwarded by the registrar to the student. 
The§ instructor should sign the form in the lower right hand corner. Keep 
in mind p also, that the incomplete grade must be reported on the grade 
carcT and the Teacher Gta^ Report forn>. ^ 




INCOMPLETE REPORT FORM 



SALEM Cd-LEGB 

SALEM, W.VA. SEMESTER ENDING 

TO: The Reffistrar ^ 

STUDi5NT'*S NAME \r "AS RECEIVED A GRAM 

' ^ ' ^ t. 

OF INCOMPLETE IN FOR THE REASON OR 

REASONS STATED BELOW 



THtS (SIADB-MAY BE REMOVED BY 



CURRENT DATE 



DISPOSITION: Two copies bf this form, properly filled ou\ and signed, 
should be submitted to the Registrar at t^B end of the 
semester with the regular class card for ev^ry student 
whose grade is I (Incomplete) 

Tke instructor should file the 3rd copy. 
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When the necessary requirement's have been completed to the teacher's 
satisfaction, an incomplete .grade must be removed formally ta clear the 
student's record and up-date his or her cumulative average • The removal 
of an incomplete during the process of a semester does not Influence a 
student's academic standing. That is, if a student who has been placed 
on probation at the end of the first semester, completes the incomplete 
work midway in the second semester, that student is not removed from 
probation at that time, 

4 

The three-part NCRx fom -.illustrated below should be^filed with the 
registrar when the instructoio is ready to clear the incomplete. (The 
sooner the better I) Note that the instructor retains one copy on file as ^ 
proof of the clearance. The reomining two copies are sent to the registrar, 
who records the grade on the permanent record card, A copy it tent to the \ 
student shying the grade received for the course. 



r 



REMOVAL OF INCOMPLETE 
OFFICE OF THE REGISTRAR 

SALEM CWLLBGE 

SALEM, WV 5i[tr 



HAS CCX4FLETED 



dePar'MW 



' . - TAKEN IN • 

c6uRSE NO. TtfiiS — 5eFS3W — ?BXr 



WITH A GRADE OF 



INSTRUCTOR'S stcSlATUbE 7. 

C 

"DISPOSinON: Two copies of this form, properly filled out and signed, 
should b« submitted tocthe registrar at the time th. In- 
complete work Is terminated. The Instruptotf should file 
the 3rd copy. K 

6'± • 



V 1975-76 ^ 62 " 

^ : PLANNING SYSTEM . *V 

''^^P^'''^°'^"'^-l«vel units-.of the iftstitution are requested to prepare' . '^ 
^ . five-year plans and budgets. These are reviewed by the planning team and ' 
the analytical studies team, and eventuayy* are incorporated into a long- 
• range plan which becomes the starting point for the next annual cycle. .'The 
, ^ NACUBO system has been adapted to fit our institutional idiosyncracies . This 

system includes certain cardinal features or -elements which include: 1. the 
\ use of a planning and budgeting calendar of events; 2. ' two separate groups- 

the analytical studies team and the planning team; 3. wide participation by •' 
moat if not all constituencies; and 4, an annually updated five-year plan. 

Using a calendar insures no hidden, agendas ; it acts as a built-in ex- 
^ pediter to make things happen, and presents a clear overview of the system 
to all those involved in planning." 

The use of the analjUilcal studies team (operating independently of the 
planning team) is anothe^rj^tal element of the system. In a manner not un- 
related to the governmental principle of separ%tion of powers, this committee 
offer's a free forum for faculty participation and questions. A properly - ■ 

functioning analytical studies team allows an increased sense on the part of 
. facultxv that input to the system can be made; it provides its members with an 
intimate knowledge of how the institution actually functions, and requires 
their direct support of the planing re(«flmendations ratified or originated 
by them. ' • 

The analytical s tucTies ^teay , which reports to the planning team, acts in 
. an advisory capacity - a role that is important becaupe of its loeation in the \ 
system, the charge given to^it, and its constituency. This role carries a 
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Planning SyBtem (continued) ^ . 

sense of obligation; perhaps no other agency in the institution, out^de of 
the president's office itself, has the obligation to review the total in- • 
atitution, its prqblems, and its. strength^. 

The planning team, presided over by the president, has final authority 
and responsibility for drawing^p plans and budgets for the Board of Trustees 
approval. 



1/ \ 
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RETIREMENT 



Retirement for faculty menjber^ is raandator^^ age 65. The Coll^;^^ 
may employ retirees over the age of 65 on an annual basis as insti- 
tutional needs may require until the retiree rea€Jiaa_jage ' 70 at which 
time complete retirement shall be honored by both the College and 
the faculty member. • 

\ . ■ . 

* (Adopted by Board of. Trustees , ' 

December 14, 1970) ' 

\ ■ 
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FACULTY BENEFITS - , 

The following are some of the sp.ecific benefits available to facul^ty members: 
^ ■. i 

1. A faculty^chosen retirement pro^ain with the Teachers Insurance- and 
Annunity Association ''(TIAAtl and College Retirement EquitieiS Fund (CB 
Tlvis benefit does not apply to part-time taculty member^; FS^ulty 
members between the ages of thirty and fifty must sign for this af-ter ^ 
two years of service at Salem College. Application to participate 
in TTAA-CREF is made at the Office of Fiscal Affairs. ^ 



V 



Federal Old Age Benefit* under the Federal Social Security, Act , West 
Virginia Workmen 's Compensation Insurance, and West Virginia Unemploy-- 
ment Compensation. ; • - , • - 

Workmen's CoiTiJyjnsat ion Insurance "provides cove^rage for«injuries 
sustained on the job or occupational illnesses.V These benefita 
ap^ly. to* both f ull-t ime . and part-tim^ faculty members. 

Unemployment C'ompensat ion covers both full-time and part-time 
i^culty members. * . ' 

A group medical and hospifalization plan ^eluding life insurance 
subsidized by the-y^ol lege is available to those f^ill-time faculjby 
members desiring such a plan. For further" information, faculty 
members are advised to confer with the Office of Fiscal .Affairs . 

^. The College fully sub's id izes. a TIAA -long term total, disacility income- 
protection plan for all full-time employees. All; full-time employees 
who were at work al; the plan's inception on February 1, 1973, are ^ 
covered. All full-timie employees hired a£ter Februvy 1, 1973, must 
be employed one full year before they are automatically covered by . 

"1 this plan. Any fi^^l-time employee covered under this plan who has . 
a pre-existing .condition must be covered one full year before* being 
eligible for benefits as ^a result of this pre-existtng condition* 
This benefit applies to full-time employees only. 

S. A private salary insurance protection plan is available to the f ull- 
' time faculty members on a reduced premium plan. An agent is on campus 
periodicaLly to contact new faculty members. This benefit does not 
apply to part-time faculty members . \ 

• 

6.. Staff Tliiti^on Allowance . ^ " ^ 

(a) Staff |:uition allowance is available to the employee , spouse, ♦ 
and/or dependent children of regular contracted 'jOt monthly 
employees 6t\ Salem College. Dependent child is defined as a _ 
son or daughter claimed on this employee 'g^ederal income j^ax* ' 
return. . . ' . ^ 
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If a regular contracted or monthly employee who has been employed 
by Salem Colleg«^ for seven (7) or more ye^rs'dies while in the ' 
employ of Salem College the staff tuition allowance will be allowed 
to all depencjent children at the time of. the employee's death for 
a period of four (4) consecutive academic years after t-iiat child 
graduates from. high school. • 

• .-60 . : 
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•■ ' ' I ' • - ' . • ^ 

Faculty Benefits (continued) 

' ^c> Staffs-tuition allowance shaH be rimited to the total charge- 

for each ;^credit hour when the student is registered for less 
than the number of hours normally considered to be a full time 

• student load and to the total normally charged for a full time 

• ' • student load when the student is registered as such. ^ 

(d) Registration fees, Community Congress fees, lab fees, private 
music fees, etc; are not covered by staff tuition allowance, 

(e) The maximum staff tuition allowance for any year will be limited . 
\o the published tuition charge "for that year. In 1975-76 thd 

' ■ , tuition charge is $1,800,* 

" ■ ■ ■ ' * ■ 

(f ) Staff tuition allowance does not cover extra charges for hours ^ 
carried in excess of the mas^imum established for a-l]> students 

nor *does it cover the cost of tutoring service, 

■. . ■ ^ ' ' . 

(g) staff tuition allowance will be 'prorated . according to a part-^u i 
'time contracted or monthly employee *s workload Compared to a - 

. full-time contracted or monthly employee's Workload, For 
^ example / tuition allowance will be used to complete the financial 

aid package after all other sources of financial aid have .been 
utHized, 

- 7, A faculty member is given a 20% discount on most items purchased at ^ 
the Bookstore, except text books, 

: ' . \ • " : , ■ ' ^ ■ 

^ 8, A limited number af resident, houses owned by t: hie College are avail- 
able to full-time faculty members for rent,, information may be 
obtained from- the Office of Fiscal Affairs, 

9, The Office of Fiscal Affairs he-lpa_ the faculty, and staff . members 

in purchasing consumer products so that they may enjoy discounts and 
wholesale prices. This benefit applies td both full-time and part- 
time- faculty and gta^f members, who dbtain fprxnfil purchase order^s 
'"'^ .from the Office of Fiscal Affairs before si\ch purchases are made. 

You must reimburser the 'College in full as soon as ^he invoice is 

received. Some companies that give the College discounts are: 

• . ■ ^ t 

• " . Sherwin-Williams Company ^ ■ ' 

Trim-n-Tree Shop. ^ ' t ' 

Clarksburg Furniture Wholesale company - 
Dariser Hardware &; Suppl'y Company 

10, ' A faculty -member and spouse receive free tickets annually to all 

^ athletic 'events , This benefit does not apply tc/ part-time faculty. 

members, . ^ ' ; 

• ♦ ' ' - ■■ ' . 

■ . <f ^ . *. » V " "* . «n 

11, Faculty members and their spouses are privileged to attend- all 

Academic Convocations free of admission clTarges,^ 



69 



^• Faculty Benefits (continued) / . *. | ' . . - 

12,. Each faculty member Is allowed 14 working days sick leave per year 
^ »wit?h full pay. A. substitute teacher will be paid from the faculty. 

member's contract -in.case of absence because of sickness beyond the 
.. J4'day^ limit. ^Frequently, when serious illness has. occurred , other 
staf^ menibers have volunteered to teach, gratis, the ill members 
courses in ordet that' the ill members may .continue to rece ive full 
salary. At such times the Co-llege does i^ot init jlate . such arrange- 
. ^ merits, 'but wiLl try to accommodate them, 

' • ■ 13. Membership in the North Central W.. Va. Blood Donor/s Club, Inc. 

(sponsored by the HarrjLson County Labor Federation) Is available. 
Information can be obtained from, the Office of Fiscal Affairs . 

14. The Office of Fiscal .Affairs -handles details in conpecti,on With 
fringe benefits for all employees: retirement (TIAA-CREF) as well 
as-health, accident and o^her insurance f>rograi^^. It is responsible 

» for the various types of College-wide insurance coverage. . 

15. Leave of Absence ; ' ' — ^. 

(a) A 1 eave of absence _>yLthout compensation may be granted to a 
faculty member f or the- f ollov^irig reasons : travel, study, or 

/' active military service. • . 

(b) - Application for a leave of absence shall be mad^tiy the Dean of 

' the College no later than the end of the fall semester preceding 
•theftroposed start'^of the. leave. * . ' 



(c) Time incurred during a leave^ of abs^ncfe shall- not be <:redLted 
toward satisfying the probationary period p|:ior ta the giJanting 

. , qf tenure. . • 

(d) A leave of absence is normaily for one aea'demio-c ye^r. 

'(6) Hospitalization dnd retirement. annuit^Jjenef its inay be /continued 
during the leave- with, the excepti^pn of%ictive military service , - 
if the faculty member makes proper arrangements with the Office. 
. of Fiscal Affair^. The employee must'bear the full expense of 

* ' such continuation of benefits:. 

16, Maternity Leave . - . ; 

(a) A full time regular employee shall be, granted a matemity leave 
upon submitting to the Dean Qf the Collenge a written -request and. 
a physician'-s statement of verification. A maternity le^ve^is 
a leave without compensation, with the. exicept ion that aijy unused 
. sick le^ve may be applied to a maternity leave'. /v' - 



(h) The 
mus 



College does not dictate the dat^ that' an employee 's leave 
t start. -A physiciari's 'Written statemejj^t. of t lie last saf^ .7 
working day before leave will ba required. ^ ' " 
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JFaculty B enefits (continued) * 

■ 4 

f.c) If the employee has not returned to work by 90 days following 
' the termination of pregnancy, employment by the College shall 
be considered terminated, ' ^ 

■ , ■ . ■ . * / 4 

(d) Following termination of pregnancy, Jjut subject to paragraph (cj^ 
' . .above, the College agree s^^^to reinstate the employee to the same« ." 

or to a similar position providing Shat the employee is in 
aatisfactory physical and mental condition as attested to in 
writing by a ^hy^ician, 

(e) Jlospital izat ion and retirement annuity benefits may continue 
during the leave- if the employee makes proper arrangements with 
the Office of Fiscal Affairs, The employee must bear the full 

^ expense of such continuation of benefits , 
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RETIRED TEACHERS AND ADMINISIRATORS Bl^NEFITS • 



Conditions for retirement benefits: 

At least seven years employment at Salem College/ -> ■ " 

Age 62-65 years. ■ ' / 

Early or di'gSjS^il it y ret irement benef its subject to negotiation. 

■ ^ • . ' • ■ • 

Benefits : * ^ 

1. Unrestricted use of library facilities. * 

. . 2?i' Free tuition for audit classes. x . ^ 

3. Admission to all entertainment act ivities which are free to 
employed faculty. (Athlet ic contests , musicals, etc.) 

km Faculty discount on Bookstore purchases. ^ 

" 5.*- Use of Salemi College discount on merchandise at any establish- 
ment with Whom Salem College has such ah* arrangement (Procedure 
the same a^a for employees,) . _ . 

6, Use of .Dupl icat^ion Centex to prepare laaterial , Masters, and paper 
must be purchased *by re tiree . - ' 

J . . ■ " ' 

7. Continued membership in AFL-CIO Blood Bank. . ^ 

H. Cancer Insurance policy can be retained ..byi continuing the payments^ 

9. Hospitalization as a medicare supplement can be retained by assvflning 
thi3 full cost of the policy. (Supplemental insurance has a reduced 
rate.) . ' < , . V - 

10. Rights to use the Educmtor Magazine Magazine subscription specials. 
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LIBRAI^y 



HOURS: 

Fall and Winter Semesters; 

Monday-Thursday 
Friday 
Saturday 
Sunday 

Summer Sessions : 

Monday-Thursday 
Friday 
Saturday 
Sunday 

Between Semesters: 

Monday-Frida^m^ - 

Saturday 
Sunday 



\ 



7:30 A.M. to 10:00 P.M. 

7:30 A.M. to 5:00 P.M. 

1:00 P.M. to 4:00 P.M. 

1:0Q P.M. to 10:00 P.M. 



7: 30 A.M. tb 9:00 P.M. 

7:30 A.M. to^5:00 P.M. 

1:00 P.M. to 4:00 P.M. 

1:00 P.M. to 4t00 P.M. 



8:00 A.M. 

Closed 

Closed 



to 5:00 it^.M. / 



CLARKSBURG CAMPUS 




day-Thursday 



6:00 P^M. to 10:00 P.M. 



hrty changes' in hours will be posted outside the front door 
of the Library. ' 

ARRANGEJffiNT-! * . ^ 

The library book stacks are located on the first floor with 
the card catalog and general reference books. An open stack policy 
is followed.* Library offices and processing departments are also 
on the ground level. Periodicals and their indexes are housed on 
the second floor with a closed stack situation existing except for 
some current issues arid daily newspapers. Pamphlets on current 
issues are in a vertical file in this location. Audio visual 
materials are obtainable fromian office on the second floor. 

'# • ; ■ 

BORROWING PRIVILEGES: ' ' . 

Faculty members are not restricted in the^ number of books 
borrowed. Books will be dated for the end of each semester to 
facilitate record keeping. If books borrowed by the faculty are » 
needed for research or reserve ^ the library may call for their - 
return. General reference works are not to be teOcen from the* 
library. 
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' INTERLIBRARY LOAN i ^ ^ ' * 

"^v^ . ' ' Fajpulty. members may borrow from other libraries^ by 

means of interlibrary loa^ using a toll free telephone exchcuige 
with the W. Va. Library Commission in Charleston. This service 
is free; except for photo copies- for which most libraries make a 
_ . chajcge^ of 10 cents a page. . ^ 

RESERVE BOOKS: ^ . 

Any ^faculty member who wishes to place material on re- 
serve for his or her students should present either the^'list or 
the items themselves to. the attendant at the Circulation Desk. 
This should always be done before the assignments are made and 
the library should be notified when the use of the reserve books 
Jias been completed. At the end of each semester all reserve books 
are removed by the library. 

ORDERINfG: j 

Any faculty member requesting books for the library must 
file with the Order Librarian a book-order card, approved by the 
department chairperson. These cards are obtainable in the Order 
Department. These will b^ processed as quickly as possible. 
Periodicals are ordered only once a year in early spring. 
Additions may be made later in the case of new faculty members.- 
Monthly mimeographed lists of newly catalogued books are 
sent to department heads and are available in the Library for 
anyone who wants them. 

A faculty member finding difficulty in obtaining needed 
material should feel free to request assistance. 



ERIC 



1975-76 



72 



CAFETERIA . 

The Cafeteria is located oh the second floor of the Randolph 
Campus Center Building. 

Hours - Monday through Friday: 

Breakfast: "7:00 a.m. ^ 8:45 a.m. ' 

* (Cafeteria closed 8:45 a.m. - ll:OO^a.m.) 

Lunch : 11:00 a.m./*- 1:00 p.m. 

(Cafeteria closed 1:00 p.m. - 4:00 p.m.) 
/ I 
Dinner : 4:00 p.m.' - 6:00^ p.m. 

Hours - Saturday: 
Brunch : 10:00 a.m. 12:30 p.m. 
— Dinner : . 4:00 p.m. 6:00 p.m. 
Hours -f^Sunday: 

Brunch 10:00*a^m. - 12:30 p.m. 

Dinner :^ 4:00 p.m. - 6:00 p.m. 

Faculty members a^d their "fiends are invited to use the service 
of the Cafeteria at any time. The Cafeteria usually closes 
during regularly scheduled vacation periods . 
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BOOKSTORE 

Teftctbook and desk copy orders . 

A. Blanks through which textbooks are to be ordered originate 
from the College Booksto^^e and are sent .t6 teaching faculty 
through campus mail. Instructors should -plan well ahead of 
time, since orders will -iDe requested approximately one term in 
advance. - 

B. The Brookstore provides a special blank thrc^ugh which' 
instructors should theitjselves order desk copies. It is suggested 
that one desk copy should be requested for each 25 students in 
the class. ; ^ 

C. Textbook Shortages. Almost inevitably there will be some, ■ 
in some classes. To take care of this .possible probl^: 

1. / As.an instructor, take inventory of the situation 

within the first several days of class meetings': 
Determine if there is a textbook shortage, and how 
many students are in need of copies. 

2. Call the Bookstore Manager, reporting the text or 
texts short, and how many copies need to be supplied.' 

' 3.'^As soon as the Bookstore Manager receives an . • . 
accurate picture of the situation, she will call 
r the supplier by telephone, requesting imme^diate 
service. ' 
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PURCHASING PRQCE^RE ^ 

All purchase requisitions must be placed through the 
office of Fiscal Affairs; otherwise they are not the respon- 
sibility of . the College and will be , charged to the person making 
the purchase. 41 

To place an order: ^ " . 

\. pbtain a purchase requisition from the Chairperson 
of the Department ^ ^ 

2. This requisition completed in triplicate is to be 
^returned to the Chairperson of the Department for 
approval • ^ 

3. The Chairperson of the Department -will then place 
the proper budget code on the requisition and send 
two copies (the wh«ite origingl and the 'pink carbon 
copy) to the Director of Fiscal Affairs for approval, 
subject, to the College .budget . The Director of 
Fiscal Affairs will then issue a formal purchase 
order. .|?he second copy of the requisition (pink) 
will be*^ returned to the person making the request 
indicating the purchase order number. Af^r the 
merchandise has b^en received, this second copy 
should be signed and dated at the bottom and returned 
to the Director of Fiscal Affairs'. 

> 

V APPROVAL OF INVOICES 

1. Charges against the budget will be made^ only after 
invoices are properly Approved, 

2. When you receive an invoice for which the goods or 
services indicated have bieen received, indicate your approval 
of payment by signing and dating the original copy of the 

) invoice^ 

- 3. Send all approved invoices with any attachments to 
the Office of F;Lscal Affkirs. 

: . ■ ■ ' ■ U 

CHECK CASHING * 

V 

,^ The Office of Fiscal Affairs will cash personal checks. 

77 " • . ^ 
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CUSTODIAL SERVICE 

Each College building is staffed with custodians. 
All requests for other than routine custodial service should 
be directed to the Director of Custodial and Support Services. 
Telephone extension 325 and 341. ^ 



DUPLICATING SERVICE ' . ^ 

A duplicating service is located on thfe first floor 
of Randolph Campus 'Center> near the College bookstore. 

I For reproduction, all that is needed is a clear 

original copy of the item you want duplicated ^nd automatic^iliy - 
the machine will make a master and reproduce the material. """-^ 

Please- allow ample time for duplication of .^material . 
For extensive w>ork, such as office forms or brochures, make 
early arrangemeVits so that deadlines can be met. 

Hours for Duplicating Service ^ 

Monday through Thursday: 8:00 a.m. to 12:00 noon 

1:00 p.m. to 4:00 p.m. 

Friday: 8:00 to 12:00 noon 

Closed af ternoon . f or 
machine maintenance 

\ - ' ' ■.. 



MAIL SERVICE AND POST OFFICE ^ 

Each faculty member, is assigned a mailbox located in 
the Campus Post Office, Room 13, first floor of the Randolph 
Campus Center. • 

Hours for Post Office 
Monday through Friday: 8:00 a.m. to 4:00 p.m. 

Saturday during the regular 

school year 11:00 ^.m. to 1:00 p..m* 

Incoming off campus mail is sorted by the mail clerks 
and placed in faculty boxes usually by 10:30 a.m. Monday through 
Friday, and inter-campus mail as soon as received. 

All official outgoing mail should be in the Campus Post 
Office by 3:00 p.m. so that it can b.e processed for the after- 
noon pickup by the U. S. Post Office. 

Stamps for personaJU use are on sale at the Campus 
Post Office. . # 
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•A key request must be signed by the departmental 
chairperson for general keys, or the -Dean of the College Tor 
master keys. This request is then taken or sent to the 
Physical Plant office. To insure availabiliejr of keys, 
advance notice of one day should be givep to the Physical 
Plant office. All keys are^ to be picked up by the person 
to receive the key. Each person is required to sign ■ 
personally for each key. All lost keys should be reported 
to the Physical plant office immediately. 

Clearance of keys with the Physical Plant is one 
of the requirements fbr people leaving the College. All 
keys which are no longer needed are to' be returned to the 
Physical Plant Office. 



GENERAL MAINTENANCE AND REPAIR SERVICE 

The Physical Plant will provide general maintenance 
and repair for buildings and facilities on campus. The needs 
for such services are to be reported Iter the Physical Plant 
office. The following information is required: building, 
room number, dep^^rtment, person reporting, description of work 
or nature of problem. Examples of gene^-al maintenance and 
r^epair are: replace light bulbs, carrect general plumbing and 
electrical problems, repair locks, repair door closures, and 
replace broken windows. ^ > 



MAJOR ALTERATIONS AND IMPROVEMENTS 

*■ « 
Requests, should be forwarded to the' chairperson of the 
department in writing. The request must -include a complete 
description of work being requested and reasons for the request 
Examples of major alterations and improvement^ are as follows: 
remodeling rooms, installing fixtures, lowering ceilings. 

Once a project has been approved by the chairperson it 
must be forwarded to the Dean of the College for approval and 
to the Director of Physical Plant and Maintenance for c6st 
estimates and final specifications. 

* 
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Media Services provides .purchasing, maintenance, repair,* 
and circulation of all media related equipment. • ' 

#■ ■ ' 

This equipment includes movie projectors, filmstrip 
projectors, slide projectors', tape recorders , cassette recorders, 
phonograph* players, videotaping equipment, overhead projectors, 
opaque projectors, and piiblic address syatems . 

Media Services also provides a limited production service, 
which includes making trai|3$>arencies slides, tape recordings etc . " 

If a particular item of equipment is needed in a class by 
a professor, a request i^^ould.be made several days ahead to 
facilitate its delivery. No guarantee is" implied that equipment 
will be available on the specified date, so plan for alternate 
dates. See John Sov/ers .<Ext. 293 or 219) for more information. . ' 

MEDIA CENTER 

The. Media Center, located on the second floor of the 
Library, contains machines for viewing jEilms, filmstrips, micro- 
film, microfiche, video tape, ahd for listening to tape's and 
record|. The software tot these machines is located behind the >v 
periodicals desk. Software can be prdered on a^ free, rental, or 
purchase basis if we do not have what you neec^. For more information 
see John Sowers, Extension 29 3 or 219, ^ 

SCHOOL PUBLICATIONS 

^ . 

The Green and White (College newspaper) a^ the^ Salem 
College Bulletin (Aluirihi newspaper) are distributed to the faculty 
fr§tsi^of ^charge. ^ 

The Dirigo (College yearbook) is available to the 'faculty 
members at student cost. Faculty pictures for the book are made 
free of charge . The faculty is encouraged to cooperate with the 
staff in preparing the book. . 



Bootstraps is an Alumni publication and is^available at an 
annual subscription rate of $12.00. 

ACTIVITIES AND EVENTS CALENDAR 

The master calendar of all College events is kept iip the 
Office of the Dean of Students. Changes or additions to the 
calendar are to be approved by the adyisorito the Inter-Organizcttional 
Council. All scheduled events will be placed on the calendar by the • 
Office Manager only. An all-campus calendar is furnished to faculty 
members. Faculty members desiring to schedule events should schedule 
them through that office* The activities calendar is published in 
thfe Green and White , and is periodically up-dated by announcements 
in the Intercom. 

80 . ■ ' 
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INTERNAL COMMUNicATIONS 

The Intercom (medium for faculty) will be 'issued from 
the Office of the Dean of the College as warranted. News 
'interns will be received by the Associate Dean, telephone /x- 
tensi^s 297 or 304* , . 

USE OF CAMPUS FACILjiTIES^ 

^yone (faculty or student) desiring use of rooms on 
^campus for something other than regularly scheduled classes 
should clear the date and time with the appropriate authority, 
in most cases, the Associate De'an. and Registrar. Facilities 
in the Campus Life Center or Pub should.be cleared through the 
office of the Dean of Students. Those in Underwood Armory 
should be cleared with the Director of FiscaY Affairrs. The 
Gymnasium or pool should be scheduled with the Intramurals and 
Pool Director. ' 
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